Approved For Release 2006/11/22 : CIA-RDP90-00708R000100080010-0 


SNOILLONYU.LSNI 


Approved For Release 2006/11/22 : CIA-RDP90-00 DISRD64 4005800 10-0 


C-O-N-F -I-D-E-N-T-I-A-L  £ 


2 


& (Ett ‘ Le wt Ne 
sof fee 


UBLICATIONS DD/S ADMINISTRATIVE 
INSTRUCTION No. 64-1 


x FEB 6 1964 
* ADMINISTRATIVE ISSUANCES 


1. ars tive Issuances of the Support Directorate 


There is hereby established a system of Administrative Issuances for the 
guidance and direction of personnel and activities of the Support Directorate. 
The system sousista Administrative Instructions for items of lasting interest 
which are directive in nature, prescribe policy, delegate authority or assign 
responsibility; Administrative Notices for similar items which have a relatively 
short termination date; and Administrative Bulletins for items of information only. 


2. Format of the System % 


@ Administrative Issuances will be numbered consecutively by calendar year. 
A number will be used only once but by maintaining a list of titles and numbers 
and recording rescissions and expirations ‘}ecipients can always tell when their 
set is complete and current. Each issuance will show, in the upper left hand 
corner, a general subject corresponding to the ‘most closely related category in 
the Agency regulatory system. The specific subject will be shown as the title 
of the issuance. 


\ 
3. Authentication and Distribution ~ 


Administrative Issuances will be authenticated for the Deputy Director for 
Support by the Executive Officer. One typewritten or Xerox copy will be dis- 
tributed to each Support Office Head. Additional distribution may, be effected 
within each component as desired and in order to effect the necessary action. 


\ 


FOR THE DEPUTY DIRECTOR FOR SUPPORT \ 
25X1 


EXECUTIVE OFFICER 
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PUBLICATIONS \ DD/S ADMINISTRATIVE 
26 October 1972 INSTRUCTION No, 64-1 (Amended) 


ADMINISTRATIVE ISSUANCES 
Amended: DD/S Administrative Instruction No, 64-1 dated 6 February 1964 


1. Administrative ae of the Support Directorate 


A system of Administrative Issuances for the guidance and direction of 
personnel and activities of the Support Directorate has been established. 
The system consists of Adm\nistrative Instructions for items of lasting 
interest which are directive m nature, prescribe policy, delegate authority 
or assign responsibility, and Administrative Notices for similar items which 
have a relatively short termination date. An expiration date will be indicated 
at the top of the front page of all Administrative Notices, 


2. Format of the System 


Administrative Issuances will he numbered consecutively by calendar 
year, A number will be used only ofpce but by maintaining a list of titles and 
numbers and recording rescissions expirations recipients can always 
tell when their set is complete and culrrent. Each issuance will show, in 
the upper left hand corner, a general $ubject corresponding to the most 
closely related category in the Agency egulatory system, The specific 
subject will be shown as the title of the \ssuance, 


3. Authentication and Distribution @ 


Administrative Issuances will be authdnticated for the Deputy Director 
for Support by the Executive Officer. One ewritten or Xerox copy will 
be distributed to each Support Office Head. \Additional distribution may be 
effected within each component as desired and in order to effect the neces- 


ree STAT 
sary action. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer to the 
Deputy Director for Support 


— ain ‘ a mimi preva Walawsalei sala auealaiariaaweeme Sk 


Approved For Release 2006/11/22 : CIA-RDP90-00708R000100080010-0 


® @9 L2H 4 


C-O-N-F-I-D-E-N-T-I-A-L AL 92-7 ME DSU Ia 


PROGR APPROVALS DD/S ADMINISTRATIVE 
INSTRUCTION No. 64-2 
17 February 1964 


\ 
A 
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ss APPROVAL OF SEPARATE ACTIVITIES 


REFERENCES: i Dees Memo No. A-358 dtd 28 Jan 64 to DD/P, DD/I, 
DD/S&T, & DD/S fr Ex Dir-Compt, subj: "Proposed 
AGtions Having Money/Manpower Implications" 


Memovdtd 23 Dec 63 to DD/P, DD/I, DD/S&T, & DD/S 
fr DDCI\ subj: "Approval of Research and Development 
Activities 


1. General 


The Agency Programs Approval Systen prescribed in| _] provides for 

the review and approval of certain activities separate from the annual process 
of review and approval of the Operating get. All proposed actions sub- 
mitted by Support Operating Officials for approval separate from the Operating 
Budget which have manpower implications will be routed by the Deputy Director 
for Support to the Director of Budget, Program Analysis and Manpower before 
they are presented to the Office of the Director ¥ 


2. Research and Development Activities 


Research and development activities which are to be s 
separate from the approval of the Operating Budget are: 


b, Research and development efforts relating to improve 
photographic exploitation initiated by the National Photographic 
Interpretation Center, DD/I. 


c. Research and development undertaking of the Office of 
Communications, DD/S. 


d. Research and development efforts of the Office of Research 
and Development and the Office of ELINT, DD/S&T. 


C-O-N- F-I-D-E-N-T-I-A-L 


GROUP 1 
Excluded from automatic 
downgrading and 
declassification 
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e. Research and development activities, other than those included 
under the National Reconnaissance Office, of the Office of Special 
Activities, DD/S&T, 


3. Annual Preparation 


The annual preparation of research and development programs shall be coincident 
with the formulation of the Operating Budget. Review of these programs shall be 
undertaken by the Deputy Director concerned, in concert with the Director of 


a. A proposed undertaking involves a significant new policy consideration, 
or for any other reason suggests the des irability of prior consideration at 
Head-of-Agency level, regardless of financial magnitude, 


b, A proposed new undertaking requires a total authorization in excess 
of $150, 000 in the current fiscal year, 


c, An amendment is Proposed for an existing project or contract which 
would raise the total authorization more than $100, 000 above the level 
established in the pertinent research and development program, 


4. Requests for Approval 


Requests for approval by the Deputy Director of Central Intelligence shall be 
submitted via the Director of Budget, Program Analysis and Manpower and the 
Executive Director-Comptroller and shall follow generally the outline shown 
in the attachment. 


5. DD/S Approving Authority 


a. New research and development efforts and amendments, extensions, 
renewals, or terminations of continuing efforts which do not require considera- 
tion of the Deputy Director of Central Intelligence may be approved by the 
Deputy Director for Support or the Assistant Deputy Director for Support. 

-2- 
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b, The Director of Communications is authorized to approve new 
research and development undertakings of the Office of Communications 
and to amend, extend, renew, or terminate continuing efforts, provided 
the action taken will not cause the total authorization to exceed $50, 000 
in the current fiscal year. 


6. Notification to the Executive Director-Comptroller 

All financially significant changes relating to research and development pro- 
grams will be reported to the Director of Budget, Program Analysis and 
Manpower in such detail as the Executive Director-Comptroller may require. 

7. Monitoring Research and Development Activities 

Within the scope of his normal authority in connection with the research and 
development programs of the Agency, the Director of Logistics will monitor 
these activities and report to the Deputy Director for Support any failures to 
comply with the principles and policies enunciated in this Instruction. 

8. Rescission 

This Instruction rescinds memorandums dated 4 February 1964 to the Director 
of Communications, the Director of Logistics, and the Assistant Deputy Director 
for Support from the Deputy Director for Support, subject: "Approval of Research 


and Development Activities." 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: ceed 


EXECUTIVE OFFICER 


ATTACHMENT 


C-O-N-F-I-D-E-N-T-I-A-L 
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C-O-N-F-I-D-E-N-T-I-A-L Attachment to 
DD/S Administrative 
Instruction No. 64-2 


Research and Development 

Project Approval Request 
Identification 
Under what category of Agency Program Activity will project be under- 
taken; by what component; included in financial plan and at what level; if 
not what prompted initiation now; any internal designation? 


Objectives 


What is requirement for this effort, what will be resulting product, how 
will it be used, what is advancement over existing capabilities? 


Background 


Substantive and/or operational justification, previous or existing means 
of meeting problem pertinent operational experience. 


Technical Specifications 

Technical data as applicable and in sufficient detail to permit reasonable 
evaluation by qualified staff elements within the requesting component, but 
at same time this section should not incorporate full specifications as might 
be worked up by the contractor. 


Contractor & Financial Arrangements 


Name of firm; others considered; reason for choice; cost; duration; guidance 
from Headquarters, etc. 


Coordination 


Within the Agency; with other Governmental departments; with academic 
or business institutions as appropriate. 


Security 


Within the Agency; within the contracting firm or institution; other aspects. 
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FINANCIAL AD STRATION DD/S ADMINISTRATIVE 
INSTRUCTION No. 64-3 
17 February 1964 


COLLECTIBLE RECEIVABLES 


The Deputy Director of Central Intelligence has authorized the Director of 
Finance to determine the a) ectibility of accounts and debts due the Agency 
of less than $50 and to remove thém from Agency records. This authority may 
be redelegated. It will be exercise nerally in conformance with Titles 2 
and 4 of the General Accounting Office Rolicy and Procedures Manual. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: ne 


EXECUTIVE OFFICER 


REFERENCE: Memo dtd 28 Jan 64 to 
D/Fin fr DDCI, same 
subject 
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MANAGEMENT DD/S ADMINISTRATIVE 
INSTRUCTION No. 6474 
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\ 
REORIENTATION IN SUPERVISORY RESPONSIBILITIES 


1. A one-day program has been designed by the Office of Training to 
make clear the Agency's interest in better supervision of personnel, to 
point out some current weaknesses, and to alert all concerned to the dan- 
gers to the Agency and its mission which have resulted and can result from 
failures in good supervision. Specifically, emphasis is to be placed on the 
critical necessity for supervisors to observe impeccable standards of ob- 
jectivity, integrity, and impartiality in dealing with subordinates. 


2. The Reorientation in Supervisory Responsibilities will be attended 
by all staff employees who: 


a. Are in grade GS~14 or above, or 


b. Are in grade GS-13 or below or at equivalent grades in other 
schedules, and who customarily prepare fitmess reports on two or more 
subordinate employees. 


3. The first offering of the Reorientation in Supervisory Responsibilities 
is scheduled for 10 April 1964. The presentations will be made by senior 
CIA Officials, including the Director of Gentral Intelligence or the Deputy 
Director of Central Intelligence. This running is intended specifically for 
managerial and supervisory personnel in Support components in the Washington 
area, The program will run from 0900 to 16Q0. Attendance will be checked 
at the door of the auditorium and a permanent Yecord of attendance will be 
compiled. 


4, Each Operating Official will appoint an Office Coordinator who will 
be responsible for notifying those who will attend ahd will serve in a liaison 
role with —_—] of the OTR Registrar Staff 
of the Office Coordinator should be given to immediately. 


S-E-C-R-E-T 
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Operating Officials should submit to him by 2 April 1964, a list of personnel 
on duty in their Offices who will attend the reorientation on the basis of the 
eligibility criteria given in paragraph two. At least half of those named on 
this list should be identified to attend the initial presentation on 10 April. 
More specific figures and quotas will be furnished by OTR following com- 
pilation of the lists. A date for the second presentation for DD/S personnel 
will be announced later. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT 


EXECUTIVE OFFICER 


S-E-C-R-E-T 
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MANAGEMENT DD/S ADMINISTRATIVE 
INSTRUCTION No. 64-5 
6 April 1964 


REORIENTAT ON IN SUPERVISORY RESPONSIBILITIES Sun. 69-} 


S-E-C-R-E-T 


REFERENCE: DD/S Administrative Instruction No, 64-4 
\ 


\ 
1. The nominations for all DD/S Offices and Staffs for the Reorientation in 
Supervisory Respons ibilities presentation on 10 April have been received by 
the OTR Registrar Staff but\the total number is less than the seating capacity 
of the auditorium. In order to assure efficient utilization of the auditorium 
for this program, the Deputy Nirector for Support desires that additional 
personnel be scheduled for 10 April as follows: 


Office or Previously Additional Total 
Staff Nominated Required. Nominations 


OL 83 17 100 

mee 147 
OF 44 

OS 57 

MS . 18 

OP 46 

52 

2, As requested in the above reference for the original\listing, the additional 


names to be transferred to the 10 April presentation should be submitted to' 
of the OTR Registrar Staff. 


Executive Officer to the 
Deputy Director for Support 


i 


GROUP 1 : 

Excluded from automatie| : 

S-E-C-R-E-T downgrading and ; 
: declassification . 
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MANAGEMENT DD/S ADMINISTRATIVE 
. INSTRUCTION No. 4y- 6 


REORIENTATION IN SUPERVISORY RESPONSIBILITIES 0 6 4 -! 


1. The first reuse of the Reorientation in Supervisory 
Responsibilities was scheduled for the Support components on 
10 April 1964. This one, day course required the attendance of 


all staff employees who:\ 
a. Are in grade\GS-l1l, or above, or 


b. Are in grade GS-13 or below or at equivalent 
grades in other schedules, and who customarily prepare 
fitness reports on two or more subordinate employees. 


2, For various reasons, \some employees in the above described 
categories were unable to at . Therefore, a second presentation 
for all such employees will be \held from 0900 to 1420 hours on 


3. Each Operating official insure attendance of the 
managerial and supervisory perso: 1 of his Office who did not 
attend the 10 April course. AttenYance will be recorded at the 
door of the auditorium. 


| aa Registrar Staff (ext. 2x1 
is Program Coordinator. [| 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: Be 


EXECUTIVE OFFICER 
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SECURITY DD/S ADMINISTRATIVE 
29 June 1964 INSTRUCTION No. 64-7 


CENTRALIZATION OF INFORMATION ON 
PUBLISHED REFERENCE TO AGENCY ACTIVITIES AND PERSONNEL 
\ 
REFERENCE: Action Memo 392, dtd 19 June 1964 to Deputy Directors, 
General Counsel, and Assistant to the Director for Public 
Affairs 


1. A by-product of our efforts to cope with problems growing out of the 

book The Invisible Government wis the realization that we lacked an adequate 
centralized record of published material in which Agency personnel, activities 
and operations have been identified And/or compromised. Not only are there 
obvious gaps in coverage, but the material that is available is fragmented 
throughout several components to meet\their own specialized needs. 


2. The Assistant to the Director for Public Affairs will assume responsi- 
bility for establishing and maintaining a ce itralized record of all instances 
where Agency personnel or activities are identified as such in publications 
(foreign and domestic). Public Affairs will continue to disseminate copies 

of pertinent material from these files to the components having specialized 
requirements for such material. In continuing\to maintain files to meet 

their specialized needs, interested components will avoid any needless 
duplication of the centralized files, as these records will be available to them 
as a reference facility. 


3. Support components, in particular the Office ée Security, will insure 
that input from publications covered for their own purposes is phased into the 


central system. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT 


ACTING EXECUTIVE OFFICER 


GROUP 1 
-BR-C-R-R- Excluded from automatic 
S-E-C-R-E-T downgrading and 
declassificatlor 
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PERSONNEL DD/S ADMINISTRATIVE 
8 July 1964 INSTRUCTION No. 64-8 
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ANNUAL LEAVE 


1.. Support Office Heads and Staff Chiefs customarily report their plans 
for annual leave arid obtain the approval of the Deputy Director for Support; 
but frequently this i$ done orally, sometimes casually and often rather far 
in advance of the actyal planned period of absence. Occasionally, some 
confusion is caused wken plans are informally communicated or not recorded. 


2. Accordingly, en DD/S Office Heads or Staff Chiefs plan to take 
leave of two or more wokking days, they will, as soon as their plans are 
firm, request approval by\addressing a memorandum to the Deputy Director 
for Support stating the inclusive dates of the proposed absence and indicating 
who will be acting during that time. Whenever possible, they should also 
furnish information about how they may be reached while they are away. The 
request for leave should be made to the Deputy Director for Support at least 
as far in advance of the departure as the total number of days, including 
weekends and holidays, that the \ndividual plans to be away. Action on the 
request will be taken promptly bythe Deputy Director for Support and usually a 
approval or other advice will be funished by telephone. 


3. Requests for absences of les than two days will be handled orally 
and usually by telephone. 


4, Office Heads and Staff Chiefs are encouraged to take their full allow- 
ance of annual leave and nothing in this Instruction should be interpreted to 


the contrary. 25X11 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


GROUP 7 F 
Excluded from cutamatle; 
downgrading and = § 
declassification 
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REASSIGNMENT CLEARANCE OF ACCOUNTS 


1. Earlier this year, this Office circulated for coordination among 25x41 


Agency components a proposed sen ene to [| Assignment Policy. 


~ 
As a result of comments receiyed fromthe several components and with 
\ 
the agreement of the Executive Director-Comptroller, this proposal has 


been withdrawn. * 
2. Instead, the heads of organizational components with which 


\, 
», 


individual employees haye accounts will take such action as is necessary 
aN 
& 

to ensure that all accounts are followed up periodically to avoid problems 


which are created when delinquencies occur. \ 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: \ 25xX1 


EXECUTIVE OFFICER 
s 


% 
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28 July 1964 INSTRUCTION No, 64-10 
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REUICHION IN ON-DUTY STRENGTH LEVELS 69-/ but feet] 
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x 
Action Memorandum No. A-410 dated 27 July 1964 on the subject of "Reduction 
in On-Duty Strength Levels is reproduced below for compliance by all Deputy 
Director for Support components. 


25X11 


"1. The Director's decision to adjust position authorizations for FY 
1965 and FY 1966 compels us to initiate certain constructive efforts designed 
to meet our end-year target strength levels. Immediate attention must be 
given by each Deputy Director to those avenues which provide an acceleration 
in the separation of personnel who are unnecessary to his needs while at the 
same time assuring minimal adverse impact on the employment of any career 
employees whose performance has been satisfactory. 


"2. There are four such avenues\, 


"a, Military Personnel. 
"(1) We have on duty ove military personnel and yet have 


designated only approximately sitions as requiring active- 
duty military skills. This suggests pesition-by-position review 

of military personnel on duty to determine whether or not an active- 
duty military officer or enlisted man is solutely essential in 

each case, Any position currently filled By a military man which 
could be filled by a CIA civilian employee Should be identified and 
the officer returned to his parent service, 


"(2) The Director of Personnel has been ikstructed to initiate 
this survey immediately in concert with the Deputy Directors and 
to submit his recommendations to me no later than 1 November 1964, 


(3) This action should be undertaken in such 1 manner that 
there is no implication that military assignees are Considered to 
be less valuable as individuals to CIA than in the past, or that there 
is any change whatever in the long-established Agency’ policy to 
welcome the assignment of military personnel whose unique skills 
are required, The purpose of the survey is to achieve a more 
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positive compliance with the provisions of DOD Directive No. 
S-1315. 3, dated 5 December 1957, and to utilize career CIA 
employees in all positions for which they can qualify, Taking 
into consideration those jobs which can be performed equally 
well by civilian employees and those jobs which may no longer 
be necessary at all, I would hope that r more military 
can be declared surplus to our immediate needs and returned 
to their parent services with no adverse impact on either the 
individuals concerned or our relations with DOD. 


"b, Retirement, 


Agency Regulation __bstablished the policy that employees 
are expected to retire when they have achieved certain specified 
combinations of age and length of service, In the past we have been 
very lenient in granting waivers to this policy. We must now take 
a more objective and organization-oriented viewpoint on this matter. 

In the future exceptions should be granted only when an employee's 
skills are truly irreplaceable from within the Agency or when a real 
financial hardship would result which would materially affect the __ 
employee's ability to maintain the necessities of life, Failure to 
exercise mature judgment in planning for retirement and the 
assumption of unnecessary financial obligations by individuals 
approaching retirement age will not be considered adequate reasons 
for retaining an employee beyond his normal retirement date. 
Accordingly, you should review all current exceptions to the retirement 
policy and provide to me by 1 November 1964 specific recommendations 
either rescinding or revalidating such case by name in accordance 
with a strict interpretation of the above criteria. 


we 


c. Substandard Performance. 


The Director does not intend to implement the provisions of 
at this time, “However, he expects that all supervisors 
shall aggressively identify substandard performance as warranted 
and initiate separation action under the provisions of 
The Office of Personnel reports that during FY 1964 only three- 


S-E-C-R-E-T 
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“tenths of one percent of our personnel were separated under these 
provisions. It is difficult for me to visualize that it is realistic 

for an organization of this type and size to separate only forty-nine 
employees in any one year as not meeting the standards of per- 
formance required. Each Deputy Director should take immediate 
steps to identify and recommend for separation unde 

those individuals whose record of performance do not justify retention 


25X11 


this effort, 


"d. Surplus Skills, 


"(1) The Agency Career and Position Classification System 
provides for the designation of positions and employees within certain 
occupational and career fields across organizational lines, Although 
we cannot afford to maintain any position not essential to the per- 
formance of the Agency or unit mission, we must avoid subverting 
the Agency career system through the assignment of unqualified 
personnel to positions within established career fields, At the same 
time we must make every effort to afford retraining opportunities 
to individuals when the best interests of the Agency and good personnel 
management and manpower utilization can be served thereby. 


(2) If a position planned for elimination carries the career 
designation of a career service outside the career system of the 
Directorate controlling the position, the proposed elimination 
should be discussed with the Head of the Career Service concerned 
before any final action ig taken. This instruction should not be 
construed as circumscribing or limiting a Deputy Director's authority 


to eliminate any position which he deems to be no longer necessary, 
irrespective of Career Service. 


"(3) Deputy Directors should not fill positions requiring skills 
and training not normally attributed to their Career Services with 
their own Career Service designees merely to absorb surplus 
personnel. In order to know what our true manpower situation is 
with respect to skills required and jobs to be performed, deliberate 
mis -assignment and the assignment of unqualified individuals to 
positions must be avoided. 7 Therefore, the Director of Personnel 
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has been asked to assure that reassignments are cons istent with 
established position career designations and with the qualifications 
and the potential ability for the individual involved. 


(signed) 


Lyman B. Kirkpatrick 
Executive Director-Comptroller" 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


S-E-C-R-E-T 
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BUDGET DD/S ADMINISTRATIVE 
25 September 1964 INSTRUCTION No. 64-13 
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, jo > aa bg 
REFERENCE: Action Memorandum No. A-422 dtd 23 Sept 64 to the Deputy 
Directors fr Ex.\Dir-Compt, same subject 


1. For your information Action\Memorandum No. A~-422 is reproduced below. 
Your particular attention is directed to, the requirements specified in paragraph 2. 


"7. As a result of Congressional cuts in the Agency's FY 1965 request, 
the funds available for silocation ®esch Directorate and for allotment to 
each principal component of the Agericy will be reduced somewhat below 

the Agency's Congressional budget submission. The identification of 

FY 1965 cuts for purposes of preparing*the FY 1966 budget have been 
reviewed with each Directorate and the FY 1966 budget presentation to 

the Bureau of the Budget will reflect the location of the Congressional cuts. 


"9, Within the next few weeks you will ‘eceive specific allotments 
for operating in FY 1965. I would urge that you examine these allotments 
most carefully and assure that the execution of,the programs approved 
thereunder is undertaken with maximum economy of operation consistent 
with sound productivity. I am convinced, for example, that all Directorates 
can reduce their procurement requirements to absolute essentials. Travel 
costs can also be pared by reducing unnecessary travel, domestic and 
foreign. I would urge that you establish a target of Savings for your Di- 
rectorate of at least ten per cent in both of these fields. Likewise, it has 
become apparent from the last two years’ experience that procurement 
management in all Directorates can be improved by phasing to avoid the 
end-year buildup and uneven distribution of workload on the Office of 
Logistics. I have asked the Director/BPAM, in concert w the DD/S, 
to make a special point of watching the nature and rates of procurement for 
all Agency components and to recommend actions to bring about improve ~ 
ment and economy in this aspect of Agency management. 


"3, As we proceed through FY 1965, I anticipate a need for con- 
siderable reprogramming within Directorates and between Diredtorates. 
Adjustments in funds and manpower ceilings will be involved. BPAM will 


\ 
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continue to provide an independent review of financial and manpower 
implications of new programs which originate within the Agency or in 
response to USIB or Special Group requirements, and will continue to 
assure that the Agency's financial plan, as recorded with the Bureau of 
the Budget and the President, is kept current and reflects both in form 
and substance the program decisions of each Directorate. In addition 
25X1 to their regular reviews of your programs and projects as provided in 
I will be calling upon BPAM to undertake a variety of special 
studies which will assist us in consideration of dollar and manpower 
levels for operations in FY 1966 and in the identification of possible 
organizational problems. Of course, these matters are your direct 
responsibility in the first instance. 


"4, During the year I shall continue to look to the Financial Policy 
and Budget Committee as a sounding board and advisory body to assist 
me in the immediate and long range financial and program issues of the 
Agency and in the implementation of changes that may be required to 
improve our general performance. I will also meet with you from time 
to time to go over the substance of your programs, including any organi- 
zational, dollar and manpower implications. I am convinced that if all 

& Directorates work together, the Agency can progressively enhance its 
personnel and dollar utilization and substantively respond to the Director's 
policy to improve productivity and quality of performance in the execution 
of the Agency's mission. 


/s/ Lyman B. Kirkpatrick 
Executive Director-Comptroller" 


25x 
FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OF FICER 


Approved For Release 2006/11/22 : CIA-RDP90-00708R000100080010-0 


Approved For Release 2006/11/22 : CIA-RDP90-00708 


@ 8-E-C-R-B-M @ 


TRATNING DD/S ADMINISTRATIVE 
20 November 1964 \ INSTRUCTION No. 64-15 


\ AZEZ, 
SUPPORT OFFICERS DEVELOPMENT PROGRAM 


\ 


\ 
1. The Support Officers Development Program is a program to 


t Career Services with an annual quota of 
subject to their needs, 


2. Officers selected for this 
tunity to i 


hagement is necessary and 
he Deputy Director for 
tral service to all 
ensure due regard for the program as a 
whole. To administer the program and accomplish its objectives the 
following organizational mechanisms will be established: 


a. Slotting 


(1) It is anticipated that 15 slots for t 
will be necessary by 30 June 1965. 
increased as the program expands. 


his program 
This\ number will be 
\ 


pants will be assigned 
All feasible means of 
lots without affecting 
xt components will be 
upport Offices themselves 
rom which slots will be 


b. Assignments 


(1) Each of the Support components will derive direct 
benefit from the program by having participants and programs 
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© available to them as full-time working details. Participants 
will be given assignments to provide them with the broadest 
possible base of experience for their rapid development, 
leading toward ultimate assignment to one of the Support 
Career Services. It is expected that assignment to a Career 
Service will be accomplished within h to 6 years but sooner, 


if possible. 


(2) Overseas experience at a small post is considered 
one of the most effective means of offering a broad base of 
experience in all facets of Support activities and normally 
will be planned for the early phases of the development pro- 
gram. However, it should be noted that overseas service of 
this type may not be available or may not be realistic for 
every participant. ; 


(3) The developmental experience will be tailored to 
the needs of the Support Directorate as well as those of the 
individual and the individual Support Career Service. Each 
office will be responsible for ensuring that the assignment 
of an individual within that office is such that he will have 
an opportunity to make maximum contribution to functions of 
the office commensurate with his grade and experience and 
consistent with the long-range objectives of the program. In 

@ this connection, it is not necessarily intended that the 
participant become a technical expert in the function of any 
given office but that he should develop a familiarity and 
broader base of experience with the office as a whole. 
Assignments should be active and productive, but production 
in comparison with that of experienced technicians should not 


be the only yardstick of measuring "productive performance." 
ec. Program Management 


(1) A Support Development Panel will be responsible 
for the Support Officers Development Program. This Panel 
will be chaired by a member of the staff of the Deputy 
Director for Support. A permanent secretary to the Panel 
will be appointed and members will be selected to represent 
each of the Support Career Services. The Support Development 
Panel will recommend to the Deputy Director for Support assign- 
ments and other actions for the support and administration of 
this program. 


(2) When participants are assigned to component offices, 
they will continue to be carried in the Support Officers 
Development Program and will not be counted against office 
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staffing complements. They will be given "SD--Support 
Development" career designations. Overseas assignments 

will continue to be on the basis of transfer to the Clan- 
destine Services staffing complement for the tenure of the 
assignment. At the conclusion of the officer's developmental 
training and experience under this program, he will be given 
a service designation of one of the Support Career Services. 
Determination of the Career Service affiliation will be 
arrived at in consideration of the interests of the indi- 
vidual officer in consultation with the Support Offices and 
with the approval of the Deputy Director for Support. 


3. An effective central mechanism with the full participation and 
cooperation of the Dp/s component offices should ensure a highly effec- 
tive program which will provide the several Support Services with a 
steady input of highly qualified and talented officers. Such a program 
is considered necessary in order to ensure the highest competence in 
our personnel for the present and future in the development and main- 
tenance of the Agency support program. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


ron GROUP 1 
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13 November 1964 


Colonel White (via Mr. Ban A): 


I believe the attached paper captures all of the significant Suggestions 
made at the DD/S Staff Meeting on 4 November 1964. 


As you suggested on Tuesday, we have incorporated a compromise 
‘Suggestion regarding management of the program (page 2, para c(1)). The 
compromise is to eliminate any official relationship between the Support 
Development Panel which will manage the program and the Support Career 
Board which will necessarily be concerned with the assignment of some of 
the participants in the program. Since the chairman and secretary of both 
the Panel and the Board will be members of the immediate Office of the DD/S 
there should be no problem in effecting whatever coordination is necessary 
between the training and assignment phases of the program. 


We have also revised the proposed membership of the Support 
Development Panel and now Propose one member from each of the Support 
career services. We didn't say so in the paper but in practice it would not 
be necessary that all members attend each meeting since in some instances 
there will be meetings which will be of no direct concern to some of the 
Support offices. 


We have included a new proposal (top of page 3) which is the establish- 
ment of a career designation entitled "SD- ~Support Development" to be assigned 
participants in the program from the time they drop the JOT designation until 
they pick up their long-term career designation from one of the Support offices 
or from the "S" service. You will recall that Emmett Echols made a strong 
point against using any specific Support career service designation during 
assignment to this program. 


Recommend approval to publish the attached paper as a DD/S 
Administrative Instruction. 
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MANAGEMENT DD/S ADMINISTRATIVE 
25 March 1965 INSTRUCTION No. 65-1 


.AUTOMATIC DATA PROCESSING 


REFERENCE: DD/S foie Notice No. 64-8 dated 30 September 1964, 
subject: Electronic Data Processing Coordinator 


1. Background 


a. Early in 1960, the Support Offices began converting their punched card 
applications to computer use the intention that as soon as the original con- 
version was completed a total study of the management information processing 
system for the Support Directorate would be undertaken. Phase I of this program, 
the original conversion, was completed some time ago but for a variety of reasons 
it has not been possible to complete\Phase II, the conduct of the total system study. 


b. Since the completion of the Phise I conversion, the individual Support 
components have become increasingly active in the development of electronic data 
processing systems. Many additional cdmputer applications have been developed, 
several are in the process of being conveyted, and plans for many others have 
been projected. Each of the Support Office Heads has agreed that a cohesiveness 
which has not heretofore been present in th development of computer applications 
is required and the action necessary to accdmplish this purpose can no longer be 
deferred. Accordingly, Phase I of the origihal plan, a total Management informa- 
tion system study, has been undertaken. 


2. Support Information Requirements Group 


a. To conduct this study, a Support Informa tion Requirements Group has 
been formed with full-time representation from each of the interested Support 
components under the direction of a member of the staff of the Deputy Director 
for Support. The Support Information Requirements Group will develop, to the 
extent practical, an integrated management infor ation processing system to 
serve the needs of the Support Directorate as well als the Agency at large. It will 
attempt to structure a new system that will be respohsive to current and projected 
requirements of all levels of management with enough inherent flexibility to permit 
satisfaction of ad hoc as well as continuing needs whilt preserving the minimum 
essential security compartmentation. In the process, \it will attempt to identify 
and evaluate subsystems and establish priorities for their development. 


1 
C-O-N-F-I-D-E-N-T-I-A-L 


GROUP 1 
Excluded from automatic 
downgrading and 


declassification 
ae a A As ava ava wr salelmavaatraaatcia aula 


Approved For Release 2006/11/22 : CIA-RDP90-00708R000100080010-0 


C-O-N-F-I-D-E-N-T-I-A-L e 


b. The scope of the study encompasses the Agency's management informa- 
tion about its human and materiel resources which affects or is affected by more 
than one element of the system. It intends to service the requirements for in- 
formation generated by all levels of Agency management. 


c. The study will proceed in two parts simultaneously: (1) the human 
resources system, and (2) the materiel resources system. 


d. Representation on the human resources team is: 
Office of Finance 
Office of Medical Services 
Office of Personnel 
Office of Security 
Office of Training 


e. Representation on the materiel resources team will be announced ata 
later time. 


3. Functions of Support Information Requirements Group 


a. To identify, analyze, define, and evaluate requirements for information 
generated by all levels of Agency management and to generally structure an in- 
formation system which will satisfy those requirements through the application, 
as appropriate, of properly designed computer systems and programs. 


b. To determine the extent to which integrated systems are desirable, real- 
istic, and practical and ensure that communication among systems and subsystems 
is properly systematized. 


c. To identify and evaluate all subsystems, determine the extent to which 
they relate to, and are interdependent with, other systems and subsystems and 
establish priorities for their development. 


d. To collect all documents and reports which contribute information to or 
derive information from the systems; describe their purposes and evaluate the 


extent to which they serve those purposes; determine the relationship each docu- 
ment and each item of significant information bears to all of the others in the 
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system for purposes of evaluating data content, identifying repetitive and unique 
items and establishing their utility; and to identify items not now in the system 
as well as those which are present but not currently retrievable for the purpose 
of satisfying present and projected requirements. 


e. Determine and describe what the major data-information flows are and 


what they should be from input to output. 


f. To provide the coordination and action mechanism through which the 
Office of Computer Services will relate to the problem in performing the com- 
puter system design function. 


4, Relationships with the Office of Computer Services 


a. The Office of Computer Services will be requested to design computer 
systems and programs for those parts of the total management information 
system and its subsystems which may advantageously employ electronic data 
processing techniques in meeting and satisfying requirements as defined by the 
Support Information Requirements Group. 


b. The Office of Computer Services will be requested to furnish staff assist- 
ance and guidance to the Support Information Requirements Group during the study 
of the present system, the definition of requirements, and the structuring of a new 
management information system, and will be requested to assume the burden of 
responsibility for computer system design, programming, and equipment selection 
and operation. 


5. Support Offices 


a. The success of an effort of this magnitude is completely dependent upon 
the degree of cooperation and support given by the Heads of the Support components 
and their Staff and Division Chiefs. You are requested to make available to the 
Support Information Requirements Group all information they may require and 
lend them whatever other assistance may be practical. 


b. While it may not be reasonable or practical to halt or defer all of the 
separate interests in and possibilities for using electronic data processing 
techniques for the improvement of particular operations until this study has been 
completed, it is vital that no new applications be converted without complete 
consideration and evaluation of their potential relationship to all other systems 


and subsystems. All requirements for system improvement, therefore, whether 
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immediate or speculative, should be referred to the Support Information Require- 
ments Group for consideration and evaluation before any other action is taken. 
All liaison with the Office of Computer Services, except established working 
relationships for ongoing programs, should be conducted through the Support 
Information Requirements Group. 

6. Progress Reports 


Progress of the Support Information Requirements Group will be reported 
periodically to all interested parties either orally or in writing. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER » 


Distribution: 2B 
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S-E-C-R-E-T Ar 43_/ LY YY TIS 
@® PERSO DD/S ADMINISTRATIVE 
2 April 196 INSTRUCTION No. 65-2 


: eee REPORTS ON SENIOR OFFICERS 


1. The Deputy Director for Support would like to review fitness reports 
on key officials of the Support Offices. In most cases under the present pro~ 
cedure, the Office Director acts as Reviewing Official and the Deputy Director 
of the Office completes the fitndss report as the supervisor. In order to 
establish a uniform procedure, it is requested that fitness reports on all 
officers who report directly to the\Office of the Director of your component 
be prepared by the Office Head and\submitted to the Deputy Director for Support ~ 
who will act as Reviewing Official. ‘The new procedure is intended to include 
Staff and Division Chiefs as well as the Deputy Director of each Office. 


2. The Office of the Deputy Director for Support will retain one copy of 
fitness reports only on members of the Support Career Service. 


25X1 
FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 
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MANAGEMENT DD/S ADMINISTRATIVE 
6 April 1965 INSTRUCTION No. 65-3 


AL ee 


,2/ 2bST/ 
CIA AUTOMATIC DATA PROCESSING COMMITTEE 
REFERENCES: 1. 


2. Actign Memo A-444 dtd 26 Mar 65, subj: Automatic 
Data Processing - BOB Circular A-71 


1. The Executive Director-Comptroller has instructed the Assistant 
Director for Computer Servides to convene the Automatic Data Processing 
Committee to review Agency programs and plans for ADP. 

2. The Deputy Director for Support has designated [ 
to represent the Support Directorate as member of the CIA Automatic Data 
Processing Committee, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 
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MANAGEMENT DD/S ADMINISTRATIVE 
6 April 1965 INSTRUCTION No. 65-4 


AUTOMATIC DATA PROCESSING PLANS AND 
PROGRAMS 


REFERENCES: 1. Action Mémo A-444 dtd 26 Mar 65, subj: Automatic 
Data Processing - BOB Circular A-71 


2. DD/S eal Inst. No. 65-1 dtd 25 Mar 65, subj: 
Automatic Data Processing 


3. BOB Circular A471 dtd 6 Mar 65, subj: Responsibilities 
for Administratign and Management of Automatic Data 
Processing Activities 


1. Bureau of the Budget Circular Ng. A-71 prescribes that the Bureau of the 
Budget "will provide overall leadership ahd coordination of executive branch-wide 


activities pertaining to the management secant data processing equipment 


and related resources and will develop programs and issue instructions for 
achieving increased cost effectiveness through improved practices and techniques 
for the selection, acquisition and utilization of automatic data processing equip- 
ment and resources. In this connection, the Bureau of the Budget will: 


"a. Provide policies and criteria, procedures, regulations, infor- 
mation, technical advice and assistance to executive agencies. 


"b. Evaluate, through the review of agency programs and budgets 
and through other means, the effectiveness of executive agencies and the 
executive branch as a whole in managing automatic data processing 
equipment and resources, 


"e. Encourage the use of advanced techniques in the design of data 
systems and support research in advanced system design through demon- 


stration projects. 


"f. Advocate intra~agency and interagency iptegration of systems." 
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2. The General Services Administration,. the Department of Commerce 
and the Civil Service Commission have each been charged with responsibility 
for aiding in the achievement of increased cost effectiveness in the selection, 
acquisition and utilization of automatic data processing equipment and appro~ 
priate related resources within the areas of their respective Government-wide 
interests. 


3, Bureau of the Budget Circular A-71 further charges the heads of all 
executive departments and establishments with responsibility "for the admin- 
istration and management of their automatic data processing activities including: 


"a, Agency-wide planning, coordination and control of equipment 
utilization. 


"bh, Determination and use of those equipment applications that offer 
the greatest return in terms of increased effectiveness in mission accom~ 
plishment and higher productivity. 


"c, Development of data systems that employ the use of the most 
advanced design techniques. 


"d, Merger or integration of data systems irrespective of intra~ 
agency or interagency organizational lines, when cost effectiveness in 
equipment utilization, data systems management, Or program accom 
plishment can be increased. 


"e, Determination of automatic data processing equipment require- 
ments. 


"e, Sharing equipment time and services within the agency and 
with other agencies through support of the Government-wide program. 
for sharing exchanges; cooperation in the establishment of service 
centers and other interagency joint use arrangements." 


4, In order to achieve the highest degree of team action in connection with 
BOB Circular A-71, Action Memorandum A~444 directs the Assistant Director 
for Computer Services to convene the Automatic Data Processing Committee "to 
review Agency programs and plans for ADP and provide me Executive Director 
Comptroller/ a written report through the FPBC /Financial Policy and Budget 
Committe¢7 not later than 1 June on outstanding issues, including but not confined 
to: 
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"a, Projection of probable Agency automatic data processing needs 
over the next five years in the light of anticipated intelligence programs 
and ADP equipment advances; 


"bh, Identification of possible alternative Agency actions and their 
costs with respect to projected needs; 
"ce, Discussion of ways and means to achieve further economies 
in the use of the Agency's ADP assets; 
25 
"d. Review of the report with a recommendation for action 
thereon; and 


"e. Review of pertinent outstanding executive directives and pend- 
ing legislation in order to recommend an Agency position with respect 
thereto." 25x 


5. Immediate attention will be directed to the projecti robable auto~ 
matic data processing needs during the next five years. (ee who 
is directing the studies being conducted by the Support Information Requirements 
Group and representing the Support Directorate as member of the CLA Automatic 
Data Processing Committee, will be in touch with you or your representative 


to discuss the plans of your component and other matters as may be necessary 
to satisfy the requirements of BOB Circular A-71 and Action Memorandum A-444, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 
25X 


EXECUTIVE OFFICER 
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MANAGEMENT DD/S ADMINISTRATIVE AZ 64~“°7 
& 7 May 1965 INSTRUCTION No. 65-5 


WEEKLY AND INTERIM REPORTING OF 
eT ACTIVITIES 


1. A procedure has been aa for the Director's morning meeting 
which provides that each Deputy Director report at least once a week on the 
activities of each of his Offices. A negative report is required if there have 
been no significant activities. 


2. You are requested to _ the Deputy Director for Support on the 
day indicated below a brief written report on significant activities during the pre- 
ceding week. The statements in the report should be definitely more concise than 
customarily used in the present activity report. The report should constitute a 
"talking paper” in terms appropriate for DD/S briefing of the Director and the 
other Deputy Directors at the morning meeting. 


3. In addition to the weekly reports, flash items of special significance 
should be reported in writing as they occur at any time during the week, The 
next weekly report would then include such interim items, describing the situa- 
tion to date. 


4, These weekly reports do not replace the existing periodic activity reports 
now being submitted by the Support Offices but ie will not be necessary to include 
in the regular periodic activity reports those itéms which have been described 
in a special weekly report. Following is a schedule for the special weekly reports. 
All should be submitted to this Office by 3:00 p.tm. on the day indicated. 


Monday Office of Personnel 
Office of Security 
\ 
Tuesday = Office of Communications 
Office of Logistics 


Office of Medical Services 


Wednesday . 
Thursday = Office of Training 
25X 
Friday = Office of Finance 
FOR THE DEPUTY DIRECTOR FOR SUPPORT: [ CiSY 
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LES Ye 70. 
MANAGEMENT DD/S ADMINISTRATIVE 
18 May 1965 INSTRUCTION No. 65-7 


:DD/S REPORTING SYSTEM 


RESCISSION: DD/S Administrative Instruction No. 65-5, 7 May 1965 


1. The Director has emphasized his very strong desire that each Deputy 
Director present a positive and\current report at least once a week on the sig- 
nificant activities of each of his Qffices. A negative report is required if there 
have been no significant activities Worthy of reporting. (He thinks that this should 
be a rare exception.) The purposes\of these reports are (a) to keep the Director 
currently informed in some detail of what is going on in each Office of the Agency, 
and (b) to demonstrate to all employees at all levels that he is very much inter - 
ested in what they are doing and to assuxe them that he is, through this reporting 
system, aware of their activities and contributions to the Agency. The Director 


attaches considerable importance to the latter aspect of the reporting system. 


2. Iam mindful of the burden which a nuiltiple reporting system imposes 
upon the Offices and wish to streamline the sytem to the extent possible so that 
one series of reports will serve the purposes of the DD/S as well as the Director. 
To this end and effective immediately, all preset periodic reports will be dis- 
continued and the reporting system outlined belowwill apply. 


a. "Flash" Reports - Each Office will repdyt by 3 p.m. on any day any 
item which because of its urgency or importanceshould be promptly brought 
to the attention of either the DD/S or the Directo Such reports should also 
include "perishable" items which are of primary iXterest because of their 
timeliness. They should be submitted in writing an should be as brief and 
concise as possible. At the same time, they should be complete and answer 
any questions which the report itself might raise. Late items which cannot 
make the 3 p.m. deadline should be submitted by telephone so as to be avail- 
able to the DD/S not later than 8:30 a.m. the following Morning. (This may 
apply particularly to DD/S Offices not located in the Headquarters building.) 
Oral reports are expected to be as brief, concise, and complete as though 
they were written. 


b. Weekly Reports - Weekly reports should include a brief, concise, 
and complete summary of the significant activities which are worthy of 
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bringing to the attention of either the DD/S or the Director and should be 
submitted in accordance with the following schedule: 


Monday Office of Personnel 
Office of Security 


Tuesday Office of Communications 
Office of Logistics 


Wednesday Office of Medical Services 
Thursday Office of Training 
Friday Office of Finance 


c. Special Reports - Special reports on subjects, functions, or activi- 
ties which require more comprehensive treatment and therefore do not lend 
themselves to either the "flash" or the weekly reports should be submitted 
periodically by each Office as an attachment to the weekly report. I expect 
each Office Head to submit a special report on some appropriate subject 
about once a month. The objective should be to render a series of compre- 
hensive special reports on all of the major activities or problems with which 
each Office is concerned in the course of a twelve-month period. 


3. If we in the Support Directorate are careful and conscientious in prepar- 
ing these reports, this will give us an opportunity which we have not heretofore 
had to keep the Director apprised of the importance of the Support function and 
the major contribution which it makes to the over-all Agency effort. I shall ex- 
pect each Office Head to give his personal attention to this reporting system and 
to ensure that it accomplishes the purposes intended. 


L. K. WHITE 
Deputy Director 
for Support 
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@ MANAGEMENT DD/S ADMINISTRATIVE 
INSTRUCTION No. 65-6 


11 May 1965 


AUTOMATIC DATA PROCESSING 


REFERENCE: DD/S Administrative Instruction No. 65-1, dated 25 Mar 65, 


game subject, paxagraph 2e° 


1. Referenced Administrative\Instruction announced the formation of the 


Support Information Requirements Group, listed membership of the human 
resources team, and indicated that membership of a materiel resources team. 


would be announced at a later time. 


2. A materiel resources team has how been formed with representation 


as follows: 


Full time 
Full time 
Full time 
Part time 
Part time 
Part time 


Office of Logistics 


@ 25X11 


Office of Finance Full time 


Office of Computer 
Services 


Full time 


3. Representatives of the Offices of Communications, Medical Services, 
ELINT, and the Technical Services Division have agreed to assist as necessary 


in areas of their particular responsibilities. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 
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MANAGEMENT DD/S ADMINISTRATIVE 
1 June 1965 INSTRUCTION No. 65-8 


AVERAGE SALARY CONTROL SYSTEM 


A memorandum dated 27 Ma 1965 from Mr. Kirkpatrick to all Deputy Directors 
on the subject of "Average Salary\Control System" is reproduced below for your 
information. 


"1. The Director of the Bukeau of the Budget has concurred in the 
Agency's request to revise upward the average salary allowance level for 
Fiscal Year 1966. If administere judiciously, the established level should 
be sufficiently high to avoid a seridus impact on the career development 
program of a maturing organization\such as the Central Intelligence Agency. 
Since your representatives to the Financial Policy and Budget Committee 
have been kept apprised of the average salary problem in some detail, this 
memorandum will not attempt to reconstruct all of the facets involved either 
in developing the request for increase in the approved average salary level 
or developing a procedure for administe\ying average salary control during 
the coming year. You should be aware of the following, however: 


"a. The FPBC concurred in the proposal that, from an Agency 
point of view, average salary would be\allocated and controlled on 
a 'grandfather' career service basis. 


"b. The average salary level would\be computed by an equal 
reduction of each 'grandfather' career setvice from its full T/O 
authorization. 


"c. Each Deputy Director will possesd the authority and have 
the assigned responsibility to control the av rage salary level of 
his subordinate career services within the authorized level of the 
‘grandfather’ career service in any manner He may determine to 
be most efficient. 


"d. The computation of authorized average salary levels, 
changes in the authorized levels and the month reporting of the 
level of average salary will be computer-based 


GROUP } 
Excluded from automatic 
downgrading and 


S -E-C-R-E-T declassification 
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"2. Due to the complicated procedures and heavy workload involved 
in writing the necessary computer programs and in preparing the input 
data, the issuance of 'grandfather' career service average salary levels 
will not be possible until sometime during the first quarter of Fiscal Year 
1966. The Office of Personnel, however, will provide monthly actual average 
salary status reports by career service in order that the rate of change in 
average salary can be monitored during this interim period. In the mean- 
time it is necessary for each Deputy Director to assure that a highly con- 
servative promotion policy is implemented within those career services over 
which he exercises command control. Promotions resulting in an excessive 
rise in average salary now will merely result in an overly restrictive pro- 
motion policy when the computer information becomes available. 


"3. At such time as the computer program becomes operational, more 
detailed information on the average salary control system will be provided. 
It is planned to furnish each Deputy Director with sufficient data to enable 
-him to manage his 'grandfather' career service within assigned average 
salary levels. Meanwhile, if there are any questions, they should be directed 
to the Office of Budget, Program Analysis and Manpower or to those staff 
officers of your Directorate who have been kept apprised of the average salary 
control system proposal. 


/s/Lyman B. Kirkpatrick 
Executive Director-Comptroller 


Attachment: BOB Letter, 17 May 1965" 


Also reproduced for your information is the attachment to the above memoran- 
dum: 


"Dear Admiral Raborn: 


"The Bureau has given careful consideration to Mr. McCone's letter of 

April 15, 1965, and to the data provided by your staff relating to the average 
salary of permanent employees of CIA during fiscal years 1965 and 1966. 

The Agency proposal that the average salary allowance of [which was 
contained in Mr. Staats' letter of February 4, 1965, be revised, is in accord 
with the conditions for such an adjustment as stated in that letter. Accordingly, 
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of [_ tor fiscal year 1965 and for fiscal year 1966 are satis- 


I wish to inform you that average i= levels for permanent employees 
factory. The other provisions of . Staats’ letter remain unchanged. 


Sincerely, 


aaa 


Director" 
Further guidance and instructions will be issued pertaining to this subject. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


S-E-C-R-E-T 
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MANAGEMENT | DD/S ADMINISTRATIVE 
9 June 1965 INSTRUCTION No. 65-9 


INTELLIGENCE SUPPORT IN CRISIS SITUATIONS 
REFERENCE: Memo dtd\l7 May 65 to Deputy Directors fm DCI, 


same me 
1. Directors of Support Offices were issued copies of referenced 
memorandum on 18 May 1965. 


is designated to represent the Deputy 
Director for Support for the purpose of issuing appropriate instructions 
and coordinating the necessary planning and preparation which must be 
done now in anticipation of future crisis situations and to expedite support 
by the Support Directorate to the Operations Center during any crisis. 


3. The Deputy Director for Support wishes to review by 18 June 


_1965 the plans required of each Support Office in anticipation of future 25X| 


crises. Will you, therefore, work with toward submission 
of your plans to the Deputy Director for Support by that date. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 
25X1 


EXECUTIVE OFFICER 


GROUP 1 
S-E-C-R-E-T Excluded from automatic 


downgrading and 
declassification 
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DD/S ADMINISTRATIVE 


MANAGEMENT 
INSTRUCTION No. 65-10 


14 June 1965 


COST es AND MANAGEMENT 


\ 


IMPROVEMENT IN GOVERNMENT OPERATIONS 


References: (a) Action Memo Na. A-319 dtd 6 Dec 63 to multiple 
addressees fr DCI, subj: "President's Memorandum 


on Government 


(b) Action Memo No. \\-411 dtd 18 Aug 64 to multiple 
addressees fr DCI,\ subj: "Economy Measures” 
(See DD/S Admin Notice No. 64-5 dtd 24 Aug 64) 


1. The attached instructions requine reports by all Support Offices. 


2. The cost reduction plans for Fiscal Years 1966 and 1967 should be 
submitted to the Deputy Director for Support by 15 July 1965. The semi- 
annual progress reports should be submit to the Deputy Director for Support 
by 15 January and 15 July of each year. (See paragraph 2 of Action Memorandum 


No. A-456, attached.) 


3. Cost-savings actions for the last half of Fiscal Year 1965 (paragraph 3 
of Action Memorandum No. A-456) should be\ submitted to the Deputy Director 


for Support by 2 July 1965. 
extension] —_| 


4. Questions may be referred to 


FOR THE DEPUTY DIRECTOR FOR SUPP Tr; 


EXECUTIVE OFFICE 


Attachment: 
Action Memorandum No. A-456 dtd 


8 June 65 to multiple addressees fr 
Ex Dir-Compt, same subject w/att 
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PERSONNEL pp/s Preece! 
6 July 1965 INSTRUCTION No. 65-11 


TION OF THE SUPPORT CAREER BOARD 


1. Background 


It has been almost a year since membership of the Support Career Board 
was changed to more adequately reflect the composition of the Support 
Career Service. Experience Yith the present career management structure 
indicates that a further change would provide an even better mechanism for 
ensuring that assignments, career planning and promotion consideration are 
accomplished effectively. 


2. Support Career Board 


The Support Career Board is hdreby reconstituted. Henceforth, member- 
ship will be as follows: 


of the Dewuty Director for Support. 


Members Directors of Support Offices with their 
Deputies as 


3. Support Action Panel 


In order that the Deputy Director for Support may have the advice and 
counsel of senior Support Officers knowledgeable of position requirements 
and of qualifications of personnel, there ik hereby established a Support 
Action Panel constituted as follows: 


Chairman A representative of\ the immediate Office 
of the Deputy Director for Support. 


Members The Chiefs of Support\of the Area Divisions 
of the Clandestine Serwices and represen- 
tatives of the DD/I, DR/S&T and the Office 
of Communications. 
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kh. Responsibilities 


a. The Support Career Board will: 


(1) 


(2) 


(5) 


(6) 


Consider and make recommendations to the Deputy Director 
for Support on policy and major procedural matters as 
they may affect the Support Career Service. 


Review on a continuing basis requirements for Support 
Officers at grades GS-15 and above as compared with 
availability of such officers and make recommendations 
regarding assignments to the Deputy Director for Support. 


Perform a competitive evaluation of all Support personnel 
in grade GS-15, review the evaluations on Support personnel 
in grades GS-14 and below prepared by the Support Action 
Panel and make appropriate recommendations to the Deputy 
Director for Support. 


Review and make recommendations on requests for extension 

of tours and for second tours, requests for transfer to 

the Support Career Service, conversion to Career Employee 
status, and other action matters concerning Support personnel 
in grades GS-15 and above. 


Review and make recommendations to the Deputy Director for 
Support regarding the nominees of the several Support 
Services for Senior Schools. 


Perform other personnel management functions as directed by 
the Deputy Director for Support. 


The Support Action Panel will: 


(1) 


Review on a continuing basis requirements for Support 
Officers at grades GS-14 and below as compared with avail- 
ability of such officers and make recommendations regard- 
ing assignments to the Support Career Board. 


Perform an annual competitive evaluation of all Support 
personnel in grades GS-14 and below. The purposes of 
these evaluations are to rank personnel for promotion 
and for potential and to make appropriate recommenda.- 
tions to the Support Career Board. 


ae 


$-E-C-R-E-T 


& 


Approved For ‘eo 2006/11/22 : eee Ro 


S-E-C-R-E-T 


(3) Review and make recommendations on requests for exten~ 
sion of tours and for second tours, requests for trans- 
fer to the Support Career Service, conversion to Career 
Employee status and other personnel matters concerning 
personnel in grades GS-14 and below. 


(4) Monitor the activities and recommendations of the 
Support Development Panel to ensure that matters of 
mutual concern to the two Panels and to the Support 
Career Board are properly coordinated when recommenda- 
tions are submitted to the Deputy Director for Support. 
(Participants in the Support Development Program will 
continue to be administered by the Support Development 
Panel in accordance with pp/s Administrative Instruction 
No. 64-15 dated 20 November 1964. ) 


(5) Perform other personnel management functions as directed 
by the Deputy Director for Support or the Support Career 
Board. 


Panel members will not participate in any proceedings which 
involve contemplated actions concerning them as individuals, 
nor need members attend meetings when contemplated actions do 
not involve their areas of interest. 


5. Procedures 


Be 


Recommendations of the Support Action Panel will be recorded 
in the form of minutes. The minutes will be forwarded to each 
member of the Support Career Board for concurrence or comment. 
Board members may offer any comments or suggestions deemed ap- 
propriate and may request that the Board be formally convened 
to consider any Panel recommendations. 


If no comments or suggestions are received within two working 
days, the Panel recommendations will be endorsed by the Chairman, 
Support Career Board, and will be forwarded to the Deputy Director 


for Support for action. 
25x11 


R. L. Bannerman 
Deputy Director 
for Support 


S-E-C-R-E-T 
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DD/S ADMINISTRATIVE 
18 August 1965 | INSTRUCTION No, 65-12 
INTELLIGENXE SUPPORT IN CRISIS SITUATIONS 


REFERENCE: Memo dtd 17 May 65 to DD/P, DD/S, DD/I, DD/S&T, 
and Deputy to the DCI for NIPE fr DCI, same subject 


1, This Administrative Instruction contains plans of the Support 
Directorate for implementation duri g crisis situations, 


2. Crisis Activation 


The activation of all or any portidn of the plans contained herein will 
be accomplished upon instructions of the puty Director for Support. 
Notification will be accomplished in accordance with the notification plan con- 
tained in DD/S Administrative Instruction No. 64-12. The Executive Officer 
to the Deputy Director for Support is designated as the senior DD/S Officer 
responsible for expediting Support Directorat support to the CIA Operations 
Center (OPSCEN), 


3. General 


Each Support Office Head is responsible fo developing internal plans 
for the functioning of his office during crisis situatitns. These plans will 
include provisions for the following: 


a. Rosters of Senior Officials designated to serve on duty 
24 hours a day, 7 days a week in their respective offices. 


b. Sufficient numbers of qualified personnel to operate on 
a task force basis for temporary duty both domest ally and 
overseas, All task force designees must be kept ira constant 
state of readiness for prompt departure and this includes 
immunizations, passports, and medical and security \readiness. 
Office Heads are responsible for ascertaining that the\i 
selected by them have been cleared for TDY overseas. 


S-E-C-R-E-T 
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c. Upon activation, establishing liaison with the OPSCEN and 
the appropriate Area Division concerned, 


d, The maintenance of a crisis telephone pattern for contact~ 
ing both duty officers and task force designees after hours. 


4. Office of Personnel 
The Director of Personnel will: 

a, Keep current lists of language and area specialists, communi- 
cators, intelligence generalists and others qualified either for TDY 
abroad or for temporary detail to the NMCC, State Operations Center, 
U.S. Military Forces or similar emergency assignments. Assign- 


ments will be met without regard to career designations. 


b, Establish emergency processing service by the Central 
Processing Branch. 


c. Establish an emergency capability for insurance coverage on 
@ individuals traveling. 


d, Provide casualty services, if required. 


e, Accomplish all administrative arrangements for personnel 
detailed to or from other agencies. 


5. Office of Logistics 
The Director of Logistics will: 

Provide emergency logistical support including supplies, equip- 
ment, printing and graphic service, vehicles, food service, and motor 
pool service. 


6. Office of Finance 


The Director of Finance will: 


Provide emergency financial support, including that necessary for 
transferring, depositing and disbursing funds 24 hours a day, 7 days a 
week, 


9s 
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7. Office of Training 
The Director of Training will: 

a, Prepare and keep current instructions for activating 
Eo reception center for the accommodation of 
employees and their dependents who may be evacuated from 
overseas areas, 

b. Provide any training support required. 

8. Office of Security 
The Director of Security will: 

Provide security support including general security duty, 
emergency security patrols, audio countermeasures, polygraph 
support, physical security support, and 
support. 

9. Office of Medical Services 


The Director of Medical Services will: 


Provide medical support. 


10. Office of Communications 


The Director of Communications will: 


a. Provide communications support to include all require- 
ments included in the reference. 


b. Prepare and keep current instructions for activating 
a reception center for the accommodation of employees 


and their dependents who may be evacuated from overseas areas. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


S-E-C-R-E-T 
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DD/S ADMINISTRATIVE 


8 September 1965 INSTRUCTION No. 65-13 


ROSTER ROR SPECIAL DUTY IN CRISIS SITUATIONS 


REFERENCE: DD/S Adminitrative Instruction No. 65-12 dtd 18 Aug 65 


1. As provided in paragraph 3 of the reference, following is the roster 
of duty officers to man the Office ofthe DD/S on a 24-hour basis if required, 
and who should be ready for prompt departure on temporary duty in the 
United States or abroad: 


25 
2. A new list of those who would man the D)/S Office will be prepared 
by the first duty officer responding to a crisis situation. The new list will take 
into consideration all employees of the Office and those who may be needed for 
temporary duty elsewhere. 
FOR THE DEPUTY DIRECTOR FOR SUPPORT: 
25m 


EXECUTIVE OFFI say 
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MANAGEMENT DD/S ADMINISTRATIVE 
11 October 1965 INSTRUCTION No. 65-14 


ORGANIZATION AND CEILING CONTROLS 


1. The Executive Director Comptroller has recently clarified 
responsibilities and authorities of the Deputy Directors concerning 
changes in organization and shifts in\nanpower. Some of these changes 
are discretionary with the Deputy Directors and others require approval 
of the Executive Director-Comptroller ar the Director of Central 


Intelligence. 


2. All proposals involving changes imorganization or reallocation 
of ceiling in the Support Directorate should b submitted to the Deputy 
Director for Support prior to implementation.\ The requests should contain 
justifications appropriate for the changes bein roposed. 


3. Office Heads of the Support Directorate may deal directly with 
the Office of Personnel on changes in position titles, job descriptions, and 
position reclassifications not involving changes in ceiling or organization. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 
25 
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TRAVEL DD/S ADMINISTRATIVE 

4 October 1965 INSTRUCTION No, 65-15 o ul, 
JL 22-44 

aa TRAVEL OF SENIOR SUPPORT OFFICERS Lt? sof é /? 2 


1, Becatise senior members of the Support Directorate are able to 
make only a limited number of TDY visits to overseas installations each year, 
an informal procedure has been devised to aid in extending the value that 
can be realized from each such trip. Under this procedure (a) special 
briefings will be artanged for the senior officers to acquaint them with 
Support activities at the stations and bases to be visited and (b) travel plans 
of senior officers will ke reviewed periodically to coordinate their timing 

and to assure a proper geographic balance in the areas visited, 


2, Senior Support dfficers will be expected to receive comments and 
observations from the Chief of Station on any aspect of Support interests 
and upon their return to Headquarters to report such comments, problems, 
and observations to the appropNate DD/S Offices for their attention or action, 
Senior officers will not take defikitive action in areas outside their specialties, 


3. Travel plans of senior Officers will continue to be reported in 
semiannual forecasts which each office submits in May and November to the 
Special Support Assistant to the Deputy Director for Support. From these 
forecasts, the SSA-DD/S will determing what special briefings are desired 
for each senior officer and make the nec Ssary arrangements for them, Each 
briefing schedule will include an appointment with the DD/S or the ADD/S. 


4, The SSA-DD/S will also conduct p&riodic reviews of travel itineraries 
of senior officers completed during the preceding 24 months and, on the basis 
of travel performed and planned, will identify akeas and installations which 
senior officers should be encouraged to add or ddlete from upcom ing itineraries, 
In connection with this review, a primary objective will be the attempt to 
assure that, to the extent feasible, every overseas \installation is visited by 
a senior Support officer at least every two years, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUT. /E OFFICER 


/ 
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MANAGEMENT DD/S ADMINISTRATIVE 
12 October 1965 _INSTRUCTION No. 65-17 


\ 


COST REDUCTION AND MANAGEMENT 
IMPROVEMENT IN GOVERNMENT OPERATIONS 


REFERENCE: Memo dtd 29 ii to Multiple Addressees fr C/BD/BPAM, 
subj: "Call for Office Budget Estimates, Fiscal Year 1967, 
Supplement No, 2" 


1. DD/S Administrative Instruction No. 65-10 dated 14 June 1965 
titled "Cost Reduction and Management\Improvement in Government 
Operations” is rescinded. 


2. Cost Reduction Programs have béen instituted in accordance with 
the policies outlined in Bureau of the Budget\Circular No. A-44, revised, 
dated March 29, 1965. Instructions for sub itting cost reduction plans and 
for quarterly reporting on the accomplishment of savings goals are contained 
in the reference. 


3. Quarterly reporting on savings goals are to be submitted to the 
Office of Budget, Program Analysis, and Manpowen by the tenth working day 
after the close of each quarter of the fiscal year. (See paragraph 3.e. of 
the reference.) Offices will transmit these reports t® the Office of Budget, 
Program Analysis, and Manpower through the Deputy Director for Support 
by the fifth working day after the close of each quarter. 


25X 
4. Questions may be referred t extension, —_| aon 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 25 


EXECUTIVE OFFICER 


Attachment: 
Reference 
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LIAISON ' DD/S ADMINISTRATIVE 
26 November 1965 \ INSTRUCTION No. 65-18 


4 


\ 


LIAISON AND CONTACTS WITH THE 
BUREAU OF THE BUDGET 


REFERENCE: [aval 15\March 1965, same subject 


1. Directors of Support Offi¢es will ensure that the referenced 
Headquarters Notice is brought to \he attention of all personnel within 
their Offices. 


2. It is the responsibility of the ‘Office of Planning, Programming, 
and Budgeting (O/PPB) to arrange meetings between representatives of 
the Bureau of the Budget and representatives of the Support Offices. A 
representative of the Office of Planning, Programming, and Budgeting 
must be present at such meetings. 


FOR THE DEPUTY DIRECTOR FOR SWPPORT: 


E OFFICER 


C-O-N-F-I-D-E-N-T-I-A-L 
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SECURITY 


DD/S ADMINISTRATIVE 
:3 October 1966 


‘INSTRUCTION NO. 66-2 


DD/S EMERGENCY NOTIFICATION PLAN 
Attached is the current DD Emergency Notification Plan which 
replaces Attachment 1 to DD/S Adw\nistrative Instruction No. 64-12, 
Instructions for Deploying the Initial E ergency Relocation Force, 


FOR THE DEPUTY DIRECTOR FO SUPPORT: 


EXECVTIVE OFFICER 


Attachment: 
Emergency Notification Plan 
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ORGANIZATION * DD/S ADMINISTRATIVE 
30 September 1966, INSTRUCTION No. 66-3 


UPPORT SERVICES STAFF 


2. At the same time, a new position has been cr the Support 25xX1 
Information Processing Coordinator\as authorized in 


3. {as been apppinted Chief of the Support Services. 
Staff. He has also been designated ae aaa Processing Coordinator for - 


the Support Directorate. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: en 


EXECUTIVE OFFICER 
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ORGANIZATION DD/S ADMINISTRATIVE 
INSTRUCTION No. 66-4 
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on OF SUPPORT SERVICES 
HIS oe BOARD 
‘ 
1. This Instruction establishes an Historical Board within the 
Support Services, 


2. The Board will consist of a chairman and three senior officers 
from the Support Offices . The foNowing officers will comprise the 
initial board: 


3. The Board will develop a progratn of histories to cover the 
Support Services, and will provide continuing guidance and review 
in the preparation of such histories. The ehd product should be a 
narrative, chronological history of the Support Services embracing 
monographs dealing with each Support Office, Special activities, and 
unusual operations. The chairman will also be\the point of contact 
for the Support Historical Board with the Historical Staff of the Office 
of the Director of Central Intelligence, 


FOR THE DEPUTY DIRE CTOR FOR SUPPORT: 


C-O-N-F-I-D-E -N-T-I-A-L 
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TRAINING DD/S ADMINISTRATIVE 
11 January 1967 INSTRUCTION No. 67-1] 


SUPPORT OKFICERS DEVELOPMENT PROGRAM 


\ 
RESCISSION: DD/S Rewnitiserative Instruction No. 64-15, 20 November 1964 


1. The Support Officers Development Program is a program to furnish each 
of the Support Career Services with well-trained junior officers subject to their 
needs. The Career Training Program is the primary source of candidates for 
the Support Officers Development Program and Heads of Support Career Services 
are encouraged to identify individuals,whom they feel are qualified for and can 
benefit from participation. 


2. Officers selected for this Program are given the opportunity to gain varied 
experience in order to identify their interests and to test their aptitudes with the 
goal of eventual transfer to one of the Support Career Services. However, the 
Program is flexible enough to accommodate\interests of individual participants 
who may want to point their careers toward bne of the Support specialties from 
the outset. 


3. The Support Development Panel is resp psible for the Support Officers 
Development Program. Members are selected from each of the Support Career 
Services. The Support Development Panel recommends to the Deputy Director 
for Support assignments and other actions for the\support and administration of 
this Program. 


4. Participants will be given assignments to proyide them with the broadest 
possible base of experience for their rapid development. Overseas experience 
at a small post is considered one of the most effectiva means of offering a broad 
base of experience in all facets of Support activity and\normally will be planned 
for the early phases of the Program. However, it should be noted that overseas 
service of this type may not be available or may not be fealistic for every 
participant. Each Career Service will be responsible fok ensuring that the 
assignment of an individual within that Service is such that he will have an op- 
portunity to make maximum contribution to functions of thé Service commensurate 


S-E-C-R-E-T GROUP 1 
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with his grade and experience and consistent with the long-range objectives of 
the Program. In this connection, it is not necessarily intended that the partic- 
ipant become a technical expert in the function of any given Career Service, 
but that he should develop a familiarity and a broad base of experience within 
the Service as a whole. Assignments should be active and productive, but 
production in comparison with that of experienced technicians should not be 
the only yardstick of measuring "productive performance." 


5. Participants will be assigned to established positions either at head- 
quarters or in the field. All participants are given "SD" (Support Development) 
career designations. At the conclusion of the officer's developmental training 
and experience under this Program, usually within four to six years, he will 
be given the service designation of one of the Support Career Services. Deter- 
mination of Career Service affiliation will be made with due consideration for 
the interests of the individual officer as well as the needs of the Support 
Services. These determinations will be approved by the Deputy Director for 
Support upon recommendation of the Support Development Panel. ee 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


S-E-C-R-E-T 
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SECURITY DD/S ADMINISTRATIVE 
17 May 1967 INSTRUCTION No. 67-2 


INSTRUCTIONS FOR DEPLOYING THE INITIAL EMERGENCY 
RELOCATION FORCE 
RESCISSION: DD/S Administrative Instruction No. 64-12, 16 September 64 
DD/S Administrative Notice No, 65-2, 3 December 65 


DD/S Administrative Notice No. 66-1, 1 March 66 
DD/S Adminigtrative Instruction No. 66-2, 3 October 66 


1. The Initial Emergency Relocation Force may be deployed to 
one of the following conditions: 

a. Upon public announdement by the President directing the 

relocation of personnel of the Executive Branch having essential 

wartime functions, or 


b. Upon orders by the Ditector of Central Intelligence or by 
a Deputy Director speaking on His behalf, or 


c. Upon the sounding by civil defense authorities of the Attack 
Warning Signal, which consists of\a 3~ to 5-minute wavering tone 
on outside public warning devices pr sirens, or short blasts on 
horns or other warning devices within buildings, or 


d. Upon receipt of notification\of the declaration of Defense 
Readiness Condition (DEFCON) 1, o 


e. As soon after an actual enemy attack without any warning 
signal as local authorities permit trayel. 


2. When orders are issued under lb above, the attached notification plan 
will bélused. (See Attachment 1) In the event that any individual to be contacted 
cannot be located, it is the responsibility of each person in column 1 to notify 
the individual's Deputy or other appropriate persons on the Initial Emergency 
Relocation Roster. 


S-E-C-R-E-T 
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3. Advance parties of the Initial Emergency Relocation Force, in size 
up to 25 per cent of its total strength, will be deployed to the emergency 
relocation site upon receipt of notification of the existence of 
DEFCON 2. The exact size and content of such advance parties will depend 
upon the situation at the time. 


4, The Head of each Office or Staff is respdnsible for establishing an 
expeditious means for notifying Emergency Force personnel of their 
respective components, for maintaining current rosters and transportation 
arrangements to the relocation site, and for designating an advance cadre 
of his Initial Emergency Relocation Force to move to the relocation center 
when directed by the Deputy Director for Support. In notifying members 
of the Initial Emergency Relocation Force by unprotected means of 
communication, the appropriate DEFCON term will be used (See Attachment 2). 


5. Each person in column 2 of the notification plan is responsible for 
notifying the appropriate person in column 1 of any change in his telephone 
numbers and for furnishing or obtaining his own private transportation. 


6. The attached plan has been approved by the Deputy Director for 


25X1 
Support and is effective upon receipt. 


FOR THE DEPUTY DIRECTOR FOR SUP, 


EXECUTIVE OFFICER 


Attachments: 
Att 1: Emergency Notification Plan 
Att 2; DEFCON System 
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SECURI DD/S ADMINISTRA TIV E 

11 December 1967 INSTRUCTION No. 673 


a 


\CONTROL OF CLASSIFIED DOCUMENTS VA 


\ AND RELATED MATTERS 


1. This ingtruction implements recommendations approved by 
the Executive Directyr-Comptroller resulting from a study by the Inspector 
General of the Control of Classified Documents and Related Matters. 


2. For the purposes of this instruction, the following definitions 
will be used: 


a. Document 4 an official paper classified by this 
Agency, by another department or agency of the United 
States Government, ok by any foreign government whose 
security restrictions ahd classifications we accept. 


b. Component - any section, branch, or other 
organizational subdivision that has its.own receiving and 
routing system to comply with 
AND CONFIDENTIAL LOGS 


c. Producing Component - the originator of a document 


a. Designates one point to which\all documents will 
be delivered. 


b. Designates one or more of his styff employees who 
are authorized to receive and route documanpts delivered 
from a producing component or repository. 
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(1) om automatle | 

S-E-C-R-E=-T | owngrading and 
declassiflcation | 


A =a) Sse a Aer lel ae elalertel eee 


Approved For Release 2006/11/22 : 


S-E-C-R-E-T 


c. Informs the employee or employees so designated 
of the identity of all hon~-staff employees in his component, 


d. Delegates to the employee responsible for routing 
or delivery, the responsibility for obtaining the approval 
from non-staff employees’ supervisors of the non~staff - 
employees' need-to-know, for either specific documents 
or categories of documents within which they fall, 


4, The Director of Security will be responsible for name-checking 
each non-staff employee and contract or career agent, who has formerly 
been a staff employee, with the DDP/RI, Requests for these name checks 
should be routed through DDP/CI, Any information found that would affect 
the current or future assignment of the employee should be brought to the 
attention of the interested Office Head, 


5. The Head of each Office will also ensure that: 

a. Any name-check or other information found that 
would affect the current or future assignment of the em - 
ployee is brought to the attention of the Deputy Director 
for Support, . 

b, Such information is incorporated in the contract 
or agent file in order that it will be considered before any 
future per sonnel action, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


CUTIVE OFFICER 
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SECURITY \ DD/S ADMINISTRATIVE 


ll December 198 INSTRUCTION NO, 67-4 


FURNISHING INFORMATION TO 


LIAISON GOUNTERPARTS OF OTHER AGENCIES 


1, PURPOSE 
This instruction provides guidelines for carrying out the principle 

recommended by CODIB and entlorsed by USIB on 14 August 1967 that the 

liaison staffs of the USIB agencies be permitted to exchange such telephone 


directories, organizational charts, \listings of key personnel, and handbooks 


as are needed by analysts whom they Serve to identify sources of information 

and appropriate analysts in other agencids. 
2. AGENCY POLICY 

It is the policy of CIA to furnish lidison staffs of other agencies 

sufficient reference material, on a strict need-te-know basis, for them to 
perform their liaison duties in an efficient and exp&ditious manner, Such 

material will not exceed a limited list of names and 0 


ganizational charts 


on a case-by-case basis, 


. GROUP 1 
S-E-C-R-E-T Excluded from oecinl 
downgrading and 
declassification 
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3, POLICY IMPLEMENTATION BY THE SUPPORT SERVICES 
The release by Support Offices of the reference materials 
described above to non-CIA elements requires prior approval of the Deputy 
Director for Support, Any member of the Support Services who receives a 
request from another Agency for such material will refer the request to his 
Office Head who will transmit it, with his recommendation; through the 


Director of Security to the Deputy Director for Support for appropriate action, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 
25X11 
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PUBLICATIONS DD/S ADMINISTRATIVE 
10 January aa INSTRUCTION No. 69-1 


ADMINISTRATIVE ISSUANCES 


REFERENCE: DD jes Instruction No. 64-1, 6 February 1964 


1. In order a eine the Administrative Issuances of the Support 
Directorate up to date, the following are hereby rescinded: 


a. DD/S Administrative Instruction 64-4, 25 March 1964; 
Reorientatiok in Supervisory Responsibilities, 


b. DD/S Administrative Instruction 64-5, 6 April 1964; 
Reorientation in\Supervisory Responsibilities. 


c. DD/S Administrative Instruction 64-6, 1 June 1964; 
Reorientation in Supervisory Responsibilities. 


d. DD/S Administrative Instruction 64-10, 28 July 1964; 
Reduction in On-Duty Strength Levels. 


e. DD/S Administrative\Instruction 64-13, 25 September 1964; 
Fiscal Year 1965 Progranyming, 


2. All DD/S Administrative Noticés have an expiration date one year 
from the date of issuance unless indicated dtherwise. 


FOR THE DEPUTY DIRECTOR FOR SUPPOR 


EXECUTIVE OFFICER 


Distribution: 
“Orig - DD/S Subject 
DD/S Chrono 
S,D/TR,C/sss 


ADD/S - 

EO-DD/S 

Fa RAB/SSS & RCB/SSS 

SSA-DD/S 

Fa C/SOS,C/Plans Staff.& C/Career Mgt & Training Staff 


. Approved For Release 2006/11/22 : CIA-RDP90-00708R000100080010- DD/S69- O63- 7s 
., - nn 


aa <P “ts : ; ~w 
ia . S-E-C-R-E-T hetenteld ad ee 


12f248/4/ 


SECURITY DD/S ADMINISTRATIVE 
10 February 1969 INSTRUCTION No, 69-2 
ateie ae DEPLOYING THE INITIAL EMERGENCY 


RELOCATION FORCE 


RECISSION: DD/S Administrative Instruction No. 67-2, 17 May 1967 


1, For the guidanée of principals and alternates on the Initial 
Emergency Relocation Force Roster, the current procedures for deploying 
the Force are set forth beldw. 


2. The Initi ee Relocation Force may be deployed to 
aie of the following conditions: 


a. Upon public announcement by the President directing 
the relocation of personnel of the Executive Branch having 
essential wartime functions, or 


25X11 


b. Upon orders by‘the Director of Central Intelligence 
or by a Deputy Director spdaking on his behalf, or 


c. Upon the sounding\by civil defense authorities of the 
Attack Warning Signal, which tonsists of a 3- to 5-minute wavering 
tone on outside public warning devices or sirens, or short blasts 
on horns or other warning devicés within buildings, or 

d. Upon receipt of sitttiza fois of the declaration of Defense 
Readiness Condition (DEFCON) 1, x 


e. As soon after an actual enemy attack without any warning 
signal as local authorities permit trava 


3. When orders are issued under ae above, the attached notification 
plan will be used. (See Attachment 1.) In the event that any individual to be 
contacted cannot be located, it is the responsibility of each person in column 
1 to notify an appropriate alternate on the Initial Et ergency Relocation 
Roster. , 


S-E-C-R-E-T x 
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4. Advance parties of the Initial Emergency Relocation Force, 
in size up to 25 per cent of its total Strength, will be deployed to the 
emergency relocation site upon receipt of notification of 
the existence of DEFCON 2. The exact size and content of such advance 
parties will depend upon the situation at the time. 


5. The Head of each Office or Staff is responsible for establishing 
an expeditious means for notifying Emergency Force personnel of their 
respective components, for maintaining current rosters and transportation 
arrangements to the relocation site, and for designating an advance cadre 
of his Initial Emergency Relocation Force to move to the relocation center 
when directed by the Deputy Director for Support. In notifying members 
of the Initial Emergency Relocation Force by unprotected means of 
communication, the appropriate DEFCON term will be used (See Attachment 2). 


6. Each person in column 2 of the notification plan is responsible 
for notifying the appropriate person in column 1 of any change in his telephone 
numbers and for furnishing or obtaining his own private transportation, 
Alternates in the Office of the DD/S should report changes to the DD/S 
Senior Emergency Planning Officer, 


7. The attached plan has been approved by the Deputy Director for 
Support and is effective upon receipt. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


Attachments: 
Att 1: Emergency Notification Plan 
Att 2: DEFCON System 


Distribution: 
“Orig - DD/S Subject 
- DD/S Chrono 
- ae Head: D/CO, D/F, D/L, DMS, D/Pers, D/S,DTR,C/SSs 
- DD/S 
A-DD/S 
~ EO-DD/S 
- SSA-DD/s 
- ea Records Admin S-E-C-R-E-T 
& Regs Control Br. 


- SA-DD/S (ea ) 
ea C/S0S,C/Plans Staff & C/Career Mgt & Training Staff 


- ea Principal & Alternate listed 
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LOGISTICS DD/S ADMINISTRATIVE 
1l\ February 1969 INSTRUCTION NO, 69-3 


TRANSPORTATION DURING SNOW EMERGENCIES 


‘ 

REFERENCE: Memo dtd 5 September 68 to Directors of Support Offices 
fr SPA-DD/S; Subject: "Changes in the Critical Key 
Employee List for Official Home Area-to-Work ~~ 
Transportation During Snow Emergencies" 


1. The referent memorandum requested a current listing of critical 
key employees and a single point of contact in each Office concerning 
implementation of the snow emergency plan. The attached notification » 
plan will be used when private and public transportation are at a standstill dv ~~ 
during an officially declared snow emergency. 


2. Any changes in the namie of the single point of contact or the 
telephone number of those persoris listed in column two of the plan should 
be reported to the DD/S Senior-Emergency Planning Officer. 


cA 
3. Since snow emergencies requiring home area-to-work trans- 
portation will arise during-non-working hours, it is Suggested that all 
critical key employees have available at home the pertinent information 
concerning the Winter 1968-1969 Pickup Points and Routes. 


/ 
FOR THE Pt EET OR FOR SUPPORT: 


y 


EXECUTIVE OFFICER 


Attachment: 
Snow Emergéncy Notification Plan 
t 
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OPERATIONS — \ DD/S ADMINISTRATIVE 


19 February 1969 \ INSTRUCTION No. 69-4 
R 


SUPPO 


oe IN EMERGENCY SITUAT IONS 25x 


REFERENCE: (a) Headquarters Regulation|____Jatd 15 March 1967; 
subj: ‘cIA Alert System tor ritical Intelligence 
(b) DD/S hie Instruction No. 69-5 dtd 


“19 Febru&ry 1969; subj: Intelligence Support in 
Crisis Situations 


\ 


1. This Administrative Instruction formalizes the requirement for 
the establishment of on-call duty officer procedures to deal with emergency 
situations requiring action from the Support Services. 


2. Reference Regulation define on-call officials, " and provides 
that they should keep the CIA Operations’ Center informed of their where- 
- abouts at all times. The Regulation ates Requizes these on-call officials 
@ to establish on-call systems within their respective areas SO that immediate 
action may be taken when required. 


3. Emergency situations involving employees, activities, overseas 
requirements, and similar matters, occur from time to time. It is impera- 
tive that personnel who are made aware of these emergency situations be 
able to contact appropriate officers in the varios Support Offices so that 
necessary direct action may be taken. 


4. Each Office Head should review perioditally his current procedures 
for the handling of emergencies, and amplify or revise such procedures, where 
necessary, in order to insure that appropriate actio officers within his area 
of responsibility may be contacted after duty hours, qn weekends, and holidays. 
The names, telephone numbers, and tours of on-call duty of these action officers 

. should be furnished on a continuing basis to the CIA Operations Center, the Cable 
Secretariat, one the Office of Security. 


FOR SHE DEPUTY DIRECTOR FOR SUPPORT: 25X1 


EXECUTIVE OFF 


S-E-C-R-E-T 
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OPERATIONS DD/S ADMINISTRATIVE 
19 February 1969 \ INSTRUCTION No. 69-5 


: 


eae SUPPORT IN CRISIS SITUATIONS 


RESCISSION: DD/S Administ ative Instruction No. 65-12 


1. This Administrative Intruction contains plans of the Support 
Directorate for implementation du ing crisis situations. 


2. Crisis Activation 
Se Se LOD. 


The activation of all or any poxtion of the plans contained herein 
will be accomplished upon instructions\of the Deputy Director for Support. 
Notification will be accomplished in acdordance with the notification plan 
contained in DD/S Administrative Instru tion No. 69-2. The Executive 
Officer to the Deputy Director for Support is designated as the senior DD/S 
Officer responsible for expediting Support\ Directorate support to the CIA 
Operations Center (OPSCEN). 


3. General 


Each Support Office Head is responsible for developing internal plans 
for the functioning of his office during crisis situations. These plans will 
include provisions for the following: 


a. Rosters of Senior Officials desi ated to serve on duty 
24 hours a day, 7 days a week in their resp&€ctive offices, 


b. Sufficient numbers of qualified peisonnel to operate 
on a task force basis for temporary duty both omestically and 
overseas. All task force designees must be kapt in a constant 
state of readiness for prompt departure, and th\s includes im- 
munizations, passports, and medical and security readiness, 
Office Heads are responsible for ascertaining that the individuals 
selected by them have been cleared for TDY overkeas,. 


c. Upon activation, establishing liaison with the OPSCEN 
and the appropriate Area Division concerned. 


d. The maintenance of a crisis telephone pattern for con- 
tacting both duty officers and task force designees after hours. 


Gin 
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4. Office of Personnel 
ee et sonnel 
The Director of Personnel will: 


a. Assist in determining Persons qualified either for TDY 
abroad or for temporary detail to National Military Command 
Center, State Operations Center, U.S. Military Forces or similar 
emergency assignments by maintaining a Qualifications Register 
from which lists of language and area specialists, communicators, 
intelligence generalists and others may be promptly prepared, 


b. Establish emergency processing service by the Central 
Processing Branch, 


c. Establish an emergency capability for insurance coverage 
on individuals traveling. 


d. Provide casualty services, if required, 


€. Accomplish all administrative arrangements for personnel 
detailed to or from other agencies, 


5. Office of Logistics 
ee HS ISUCS 
The Director of Logistics will: 

Provide emergency logistical support including supplies, equip- 
ment, printing and graphic service, vehicles, food service, and motor 
pool service, 

6. Office of Finance 
The Director of F inance will: 
Provide emergency financial support, including that necessary 


for transferring, depositing and disbursing funds 24 hours a day, 7 days 
a week, 


7. Office of Training 
The Director of Training will: 
a. Prepare and keep current instructions for activating 
Cs reception center for the accommodation of 
employees and their dependents who may be evacuated from 
overseas areas. 
b. Provide any training support required. 


8. Office of Security 


The Director of Security will: 


Provide security support including general security duty, 


emergency security patrols, audio countermea 
support, physical security support, and 


support. 
9. Office of Medical Services 
The Director of Medical Services will: 
Provide medical support. 
10. Office of Communications 
The Director of Communications will: 
a. Provide communications support. 
b. Prepare and keep current instructions for activating 
a reception centerfor the accommodation of employees 


nd their (dependents who may be evacuated from overseas areas. 


_FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 
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OPERATIONS DD/S ADMINISTRATIVE 
19 February 1969 INSTRUCTION No. 69-6 


‘, 
Hones FOR SPECIAL DUTY IN CRISIS SITUATIONS 


\ -o-_ 
REFERENCE: DD/ S$ Administrative Instruction No. 69-5 dtd19 February 1969 
“” 
Nw 
RECISSION: DD/S Administrative Instruction No. 65-13 dtd 8 September 1965 


_ 
% 


1. As provided in Peer 3 of the reference, following is the 
roster of duty officers to man the\Office of the DD/S on a 24-hour basis 
if required, and who should be ready for prompt departure on temporary 
duty in the United States or abroad: -e 


*. 


2. Anew list of those who would man the DD/ Office will be prepared 
by the first duty officer responding to a crisis situation, The new list will take 
into consideration all employees of the Office and those who may be needed for 


temporary duty elsewhere. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Distribution: 
Yorig - DD/S Subject 

1 - DD/S Chrono 

1 - ea Office Head: p/CO,D/F, D/L, DMS, D/Pers,D/S,DIR & C/SSS 
1 - ea Records Admin Br. & Regs Control Br. 
1 - Dp/s 
1 - A-DD/S 
1 - EO-pD/S 
1 - SSA-DD/S 
1 
1 
1 
{. 
1 


ea SA-DD/S eee 
- ea C/S0S,C/Plans Sta 

- MRW 

- DD/S Duty Book 

- ea Principal Listed 
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LOGISTICS . DD/S ADMINISTRATIVE 
25 November 1969 INSTRUCTION NO. 69-7 


N DURING SNOW EMERGENCIES 


RESCISSION: DD/S Administrative Instruction 69-3, dated 11 February 1969 


1. Referent memorandum transmitted the current schedule of bus 
routes and pickup points for key employees requiring official transportation 
during snow emergencies. The attached notification plan will be used during 
such an officially declared snow emergency. 


2. Any changes in the name of the single point of contact or telephone 
number of those persons so designated shduld be reported to the DD/S Senior 


Emergency Planning Officer. 


FOR THE DEPUTY DIRECTOR FOR SUPPOR 


EXECUTIVE 


Attachment: 
Snow Emergency Notification Plan 
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OPERATIONS DD/S ADMINISTRATIVE 
16 January 1970 INSTRUCTION NO. 70-1 


ROSTER FOR SPECIAL DUTY IN CRISIS SITUATIONS 
REFERENCE: DD/S Administrative Instruction No. 69-5 dtd 19 February 1969 


RECISION : DD/S Administrative Instruction No. 69-6 dtd 19 February 1969 


1. As provided in paragraph 3 of the reference, following is the roster 
of duty officers to man the Office of the DD/S on a 24-hour basis if required, and 
who should be ready for prompt departure on temporary duty in the United States 
or abroad: 


Name 


2. A new list of those who would man the DD/S\Office will be prepared 
by the first duty officer responding to a crisis situation.\ The new list will take 
into consideration all employees of the Office and those Who may be needed for 
temporary duty elsewhere. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 
Distribution: 
L Orig - DD/S Subject 
1 - DD/S Chrono 
1 - ea Office Head: D/CO, D/F, D/L, D/MS, D/P, D/S, D/TR & C/SSS 
1- DD/S 
ADD/S 
EO-DD/S 1- MDM . 
SSA-DD/S 1 - DD/S Duty Book 
SA-DD/S =r | ee ees Listed 
ea C/SOS, C/PS & C a Me & Trng Staff c 
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PROCEDURES DD/S ADMINISTRATIVE 


28 January 1970 INSTRUCTION NO, 70-2 
FOLLOW UP ON ACTION ITEMS IN DIARY NOTES 


1. Many times the DD Diary Notes reveal that the DD /S has asked 
an Office Head or others in his omponents to take some action, research 
some problem or other matters Which the DD/S should record and follow up. 
In order to obtain a regular reporting on the status of these items, the 
Executive Officer will extract them\ from the Diary Notes and assign respon- 
sibility for follow up to a staff secti’n of the office of the DD/S, 


2. Each staff section will s it a status report each Monday on 
the items for which they have been designated responsible, This report 
should be separate from the weekly status report of suspense items and 
should be submitted to the Executive Off er who will combine them in a 
report to the DD/S, 


FOR THE DEPUTY DIRECTOR\FOR SUPPORT: 


XECUTIVE OFFICER 
Distribution: 
Orig - DD/S Subject 
- DD/S Chrono 
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PERSONNEL 3 DD/S ADMINISTRATIVE 
20 February 1970 INSTRUCTION NO. 70-4 
OVERTIME WORK I - 25X1 
ly 
1, PURPOSK. This Instruction supplements which! gives 


general Agency policy on overtime and related authorities and responsibilities, 


2. AUTHORIZATION OF IRREGULAR OR OCCASIONAL OVERTIME, 
Irregular or occasional overtime may be authorized by Office Heads and 
their general Deputies, the Executive Officer to the DD/S, the Special Support 
Assistant to the DD/S, andthe Chief of the Support Services Staff, This 
authority may be further de\ egated only by the Deputy Director for Support, 
Should there be a need for fukther delegation, a request including reasons 
should be sent to the DD /S. A uthorizing officials are responsible for ensuring 
that certifications on time and kttendance reports authorizing compensation 
for overtime are made only by themselves, 


3, APPROVAL OF REGUL ARLY SCHEDULED OVERTIME, A request 
for the approval of regularly schedWled overtime will be signed by the Office 
Head and sent to the Deputy Director for Support for approval, It should 


and ending dates of the period for whick approval is requested, and a justifi- 
cation, After DD /S approval has been given, the certification on the time 
and attendance reports of the individual(s) concerned that the overtime has 
@.- been authorized for compensation (actual payment or credit of compensatory 
; time) will be by the appropriate authorizing\ official designated by or in ac- 
cordance with paragraph 2 above, 


rate and effective date, and explain why annual premium pay is justified and 
the basis for the rate proposed, After annual premium pay has been approved, 
it is payrolled automatically, There is no need for time and attendance re- 
Ports to show the overtime hours worked but they mud carry a certification 
by an authorizing official designated by or under the provisions of paragraph 
2 above that Payment of the premium pay continues to bd justified, The Office 
Head or Staff Chief is responsible for promptly notifying \he Director of Per - 
sonnel, with a copy to the Deputy Director for Support, when annual premium 
pay should be stopped or the rate reduced 
25X1 


JPN W. COPWEYY 
ACTING DEPUTY DIRECTOR FOR SUPPORT 
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TRAINING \ DD/S ADMINISTRATIVE 
@ _ 22 June 1970 INSTRUCTION NO, 70-5 
APPROVAL OF FULL-TIME ACADEMIC TRAINING ye 


1, On 11 June 1970 the Executive Director-Comptroller delegated authority 
to the Deputy Director for Support and the Assistant Deputy Director for 
Support to approve full-time academic training for employees in the Support 
Directorate, This authority cannot be redelegated. 


2, The guidelines listed below are to be applied by Office Heads in con- 
sidering sponsorship of academic training: 


a. In recommending ak individual for full-time academic training 
or for other external training programs, the prime criterion to be con- 
sidered is the benefit that wilh accrue to the Agency by increasing the 
capabilities of that individual. 


b, Employees should not be \selected solely for the purpose of ob- 
taining one or more academic degtees or for the purpose of obtaining 
a degree in order to qualify for a payticular assignment (Government 
Employees Training Act, 1958). 


25X1 


c. As stated in Agency regulation full-time academic 


training may be provided for those individuals: 


(1) who are qualified to meet the eytrance requirements of the 
institution or training facility involved and the objectives of the pro- 
posed training; 


(2) who have served at least one year oicurrent, continuous 
civilian service in Government; 


(3) whose proposed training will satisfy an Agency need by 
increasing capabilities to perform a current duty\assignment ef- 
fectively or by preparing the individual for projected duty assign- 
ments requiring additional skills or responsibilities; 


(4) for whom it is desirable that the Agency undekwrite such 
training because the benefits gained correlate with the kosts; 


(5) who intend to continue in the service of the Age and 
whose use within the Agency upon completion of the training has 
been determined by the Career Service concerned; and 
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(6) whose attendance will not endanger operations or cover 
with which the individual is or has previously been associated, 


d. In special cases, full-time academic training may justifiably 
serve the purpose of a sabbatical year even though such training is 
not strongly relevant to an individual's present or projected assign- 
ment, Career officers in the age range of 30 to 50 years with at least 
seven years’ Agency service could be considered eligible for such a 
sabbatical. 


e, Employees selected for full-time academic training of three 
months or more are required to sign an agreement to continue in service 
with the Agency for a period, dating from conclusion of the training 
program, of three times the duration of the training but no less than 
one year, A determination must be made that the employee who is 
sponsored for such training will in fact continue in service with the Agency. 


f, Requests for full-time academic training for individuals who are 
under cover, or for whom cover arrangements are required, will be for- 
warded through the Chief, Central Cover Staff. 


g. Inall cases, those individuals sponsored for academic training 
should be promising employees who are strong performers and who have 
demonstrated potential for future growth and development. 


3, Request for approval shall be submitted on Form 136, Request for 
Training at Non-CIA Facility, accompanied by a memorandum from the Office 
Head to the DD/S outlining the circumstances in accordance with the guide- 25x 


lines listed in paragraph 2, 
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PERSONNEL DD/S ADMINISTRATIVE 
29 September 1970 INSTRUCTION NO. 70-6 
DELEGATION OF AUTHORITY 
-- SERVICE ABROAD AGREEMENT 
Reference: 
1, Heads of Support Career Services are hereby authorized to approve 


for the Deputy Director\for Support for their respective careerists: 


a. The designation of a permanent place of residence (item 5, 
Form 3154). 


b, The designation o ee leave point (item 9, Form 3154), 


2. Heads of Support Career Services are hereby authorized to concur 
for the Deputy Director for aa their respective careerists: 


a. The designation of anothex permanent place of residence 
(item 6, Form 3154), 


b, The designation of another home leave point (item 10, Form 
3154). 


x 


3. The above authorities relating to designation of permanent place of 
residence may be redelegated to appropriate subordinate management echelons, 
Authorities relative to designation of another home leave point may be redele- 
gated only to a single senior subordinate, 


25X1 
4, The Special Support Assistant to the Deputy Director for Support is 
hereby authorized to concur for the Deputy Director fok Support for all Support 
careerists in the establishment of nonstandard tours of duty (item IIc, Form 
3154), 
OHN W, COFFEY 
Acting Deputy Director 
for Support 
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PERSONNEL | p/s ADMINISTRATIVE © “724% 
29 September 1970 INSTRUCTION NO, 70-7 . 


DELEGATION QF AUT HORITY --SERVICE ABROAD AGREEMENT 


in Instruction 70-6, dtd 25 Sept 70 (please destroy) 
or 
Y 


1. Heads of Support Career Services are hereby authorized to approve 
for the Deputy Director for Support for their respective careerists: 


Rescission: DD/S A 


25X1 


Reference ; 


a. The designation of a rmanent place of residence (item 5, 


Form 3154). 
b, The designation of a homd leave point (item 9, Form 3154). 


9, Heads of Support Career Services are hereby authorized to concur for 
the Deputy Director for Support for their espective careerists: 

a. The designation of another per ent place of residence 

(item 6, Form 3154). 


b. The designation of another home leave point (item 10, Form 
3154). 


3. The authorities specified in paragraph 1 above may be redelegated to 
appropriate subordinate management echelons. Authorities specified in para- 
graph 2 may be redelegated only to a single senior s 


4, The Special Support Assistant to the Deputy Dirdetor for Support is 
hereby authorized to concur for the Deputy Director for Sypport for all Support 
careerists in the establishment of nonstandard tours of duty (item IIc, Form 


3154). 25X11 
Assistant Deputy Director 
Distribution: for Support 
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LOGISTICS DD/S ADMINISTRATION 
9 ‘November 1970 INSTRUCTION NO. 70-8 

\ 


‘ 


‘ 
TRANSPORTATION DURING SNOW EMERGENCIES 


REFERENCE: Neh dtd 25 Sept 67 to Directors of Support Offices 
fr DD/S, subj: Plan for Emergency Situations in 
the Nqs Area 


RESCISSION : DD/S Administrative Instruction No. 69-7, dated 25 Nov 1969 


1. In accordance with paragraph III E of reference the Office of 
Logistics will provide official ttansportation for critical key employees 
during officially declared snow emhergencies when private and public 
transportation cannot operate. The, attached notification plan will be used 
during such an officially declared snow emergency. 


2. Changes in the name of the single point of contact for each Office 
or changes in the name or telephone number of those persons listed in the 
contact plan should be reported to the DD/S Senior Emergency Planning 
Officer. 


3. Since snow emergencies requiring home area-to -work transportation 
will arise during non-working hours, it is suggested that designated key 
employees have available at home the pertinent information concerning the 


Winter 1970 - 1971 Pickup Points and Routes. x 
\ 


EXECUTIVE OFFICER, 


i. 5 


Snow Emergency Notification Plan ae 


SECRET 
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OPERATIONS DD/S ADMINIST RATIVE 
7 November 1970 INSTRUCTION No, 71-1 


INTELLIGENCE SUPPORT IN CRISIS SITUATIONS 


RECISSION: DD/S Administrative Instruction No. 69-5 dtd 19 February 1969 
DD/S Administrative Instruction No. 70-1 dtd 16 January 1970 


1, This Administrative Instruction contains plans of the Support Directorate 
for implementation during crisis, situations. 


2. Crisis Activation 


The activation of all or any portion of the plans contained herein will be 
accomplished upon instructions of the Deputy Director for Support. Notification 
will be accomplished in accordance with the notification plan contained in 
Attachment 2 to this Instruction, The Executive Officer to the Deputy Director 
for Support is designated as the seniok DD/S Officer responsible for expediting 
Support Directorate support to the CIA\Operations Center (OPSCEN). 


3. General 


Each Support Office Head is responsible for developing internal plans for 
the functioning of his office during crisis situations. These plans will include 
provisions for the following: 


a. Rosters of Senior Officials designated to serve on duty 
24 hours a day, 7 days a week in their respective offices. 


b. Sufficient numbers of qualified petsonnel to operate on 
a task force basis for temporary duty both Womestically and 
overseas, All task force designees must be\kept in a constant 
state of readiness for prompt departure, and\this includes im - 
munizations, passports, and medical and security readiness. 
Office Heads are responsible for ascertaining that the individuals 
selected by them have been cleared for TDY overseas. 


c. Upon activation, establishing liaison with the OPSCEN 
and the appropriate Area Division concerned. 


SECRET 
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d. The maintenance of a crisis telephone pattern for con- 
tacting both duty officers and task force designees after hours. 


4, Office of Personnel 
The Director of Personnel will: 


a, Assist in determining persons qualified either for TDY 
abroad or for temporary detail to National Military Command 
Center, State Operations Center, U.S. Military Forces or similar 
emergency assignments by maintaining a Qualifications Register 
from which lists of language and area specialists, communicators, 
intelligence generalists and others may be promptly prepared. 


b. Establish emergency processing service by the Central 
Processing Branch. 


c. Establish an emergency capability for insurance coverage 
on individuals traveling. 


d. Provide casualty services, if required. 


e. Accomplish all administrative arrangements for personnel 
detailed to or from other agencies. 


5. Office of Logistics" 


The Director of Logistics will: 

Provide emergency logistical support including supplies, equip- 
ment, printing and graphic service, vehicles, food service, and motor 
pool service. 

6. Office of Finance 
The Director of Finance will: 
Provide emergency financial support, including that necessary 


for transferring, depositing and disbursing funds 24 hours a day, 
7 days a week. 
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7. Office of Training 

The Director of Training will: 
e and keep current instructions for activating 
a reception center for the accommodation of 


employees and their dependents who may be evacuated from 
overseas areas, 


b. Provide any training support required. 
8. Office of Security 
The Director of Security will: 

Provide security support including general security duty, 
emergency security patrols, audio countermeasures, polygraph 
support, physical security support, rere 
support. 

9. Office of Medical Services 

The Director of Medical Services will: 
Provide medical support. 

10. Office of Communications 

The Director of Communications will: 

a. Provide communications support. 

b. Prepare and keep current instructions for activating 

reception center for the accommodation of employees 


and their dependents who may be evacuated from overseas areas. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


SECRET 
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OPERATIONS ATTACHMENT 1 to DD/S 
14 July 1971 ADMINISTRATIVE INSTRUCTION 
NO, 71-1 


ROSTER FOR SPECIAL DUTY 
IN CRISIS SITUATIONS, 
OFFICE OF THE DD/S 


RESCISSION: Attachment 1 to DD/S Administrative Instruction No. 71-1, 
dated 7 January 1971 


1, Following is the roster of duty officers to man the Office of the 
DD/S on a 24-hour basis if required and who should be ready for prompt 
departure on temporary duty in the United States or abroad: 


Name Office Home 
Black 


2. A new list of those who would man the DD/S Office will be pre- 
pared by the first duty officer responding to a crisis situation. The new 
list will take into consideration all employees of the Office and those who 
may be needed for temporary duty elsewhere. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


S-E-C-R-E-T 
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OPERATIONS ATTACHMENT 1 TO DD/ 
7 January 1971 ADMINISTRATIVE INS 
\ NO. 71-1 


poe FOR SPECIAL DUTY IN CRISIS SITUATIONS, 
\ OFFICE OF THE DD/S 


1. Following is\the roster of duty officers to man the Office of the DD/S 
on a 24-hour basis if réquired and who should be ready for prompt departure 
on temporary duty in the United States or abroad: ,/ 


Office 


by the first duty officér responding to a crishs situation, The new list will 
take into consideration all employees of the O#fice and those who may be 
needed for temporary duty elsewhere. 


2. Anew otigee es who would mak the DD/S Office will be prepared 


FOR THE Seles DIRECTOR FOR SUPPORT: 


EXECUTIVE\OFFICER 


SECRET 
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@ LOGISTICS DD/S ADMINISTRATIVE 
9 November 1971 INSTRUCTION NO. 71-2 


\ TRANSPORTATION DURING SNOW EMERGENCIES 


REFERENCE: Memo dtd 25 Sept 67 to Directors of Support Offices 
fr DD/S, subj: Plan for Emergency Situations in 
\ the Hqs Area 


RESCISSION : DD) Administrative Instruction No. 70-8, dated 9 Nov 70 


1. In accordance with paragraph Ill E of reference, the Office of 
Logistics will provide official transportation for critical key employees 
during officially declared sno emergencies when private and public trans ~ 
portation cannot operate. The\attached notification plan will be used during 
such an officially declared snow\emergency. 


2. Changes in the name of the single point of contact for each Office 
or changes in the name or telephone\number of those persons listed in the 
contact plan should be reported to the\DD/S Senior Emergency Planning 
Officer. 


= 
é 


3, Since snow emergencies requirmg home area-to-work transpor- 
tation will arise during non-working hours it is suggested that designated 
key employees have available at home the partinent information concerning 


the Winter 1971-1972 Pickup Points and Routés. an) 


EXECUTIVE OFFICER 


Att: 
Snow Emergency Notification Plan 


S-E-C-R-E-T 
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Director ad & ‘gdfeal fexvicea 
Director of feracaual 
Director of Gecurity 
IMrector of Training 
Chief of Support Services ftalf 


, BUBICT F Pian for Emergency Situations ta 
: the Headquarters Area 


i. Thove approved the atteched "Pian for Emergency Situatiogs ia the 


Heatgoarters Area,” which ia being sont to you for your ax stance and 
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Sid R. L Banna 

By le sarehaie 

Deputy Cheector - 
for Supgert 


Attacinuent 


EO-DD/S:VRT:ews (25 Sept 67) 
Distribution: 
Orig - D/Co w/X of att 
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PLAN #0) EMERGENCY SITUATIONS IN THE: HEADQUARTERS AREA 


‘I, Purpose: 


if ° provide policy gud AMNCG in Gmc 0: ¥ Aak as BE hes t aH? CGR EGRET 
‘ oF COE A LRMLAS , 
fs a 2} £; i eat Bary 


1. References: 
A, CIA Bmergeacy Security Patrol 
Be ding Emergency Plans 
Ge Emergency Piens 
D, Ficadquarters Emergency Plan 
HW. Regpousihilictes: 
A. Ky Personact: 

Operating Officials are respousini2 fox veh cetning current 
rosters uf exitical key employees who will cem.!p oa duty er report 
tor Juty in case of aa emergency. 

jae infomation: 
The }Arecto: of Security will evaluore asi information receive ¢ 
a - «th Hotecn contiets relative to UGIMONSEE aAbiord Bais! eh Ay carteongss 
ie 8 Apabane Agcncy fuellitlee, aud make alte. ae Theta ot she 
2 4 € cd 4 a 
scucy Directs fer Support, 

2. Toe Dara. Lwetation wilh ove ause alt aveiabile: 

infoamatan aiden doay Tote ate on oom weather ece ney 


ec ota «. Beene oe yal 7 
ARC ase situation reverts tothe Oepity By oscar for Babs b ined the 
Lixetoe of Sacuriar, » , 


dial rhe ls ad 


an 


den We 8“. 


oo kuvir Re terse and Excuse from Dury; 


i. Under che over-all responsibility o: the Director, the DG/S 
will authorise the carly release of perseanal vot required vo geriaina 
oo duty due to (he emeryency, 
2. He will auchorize the excuse from duty 3° tss«thyiduals whe 
ore not Occupyiuig critical key positions, z 


dD. Communications; 


1. The Office of Logistics will maintain normal Agency 
wicphone communications to the extent possible in the Headquartera 
2rea, 


2. ‘The Office of Security radio act wilt be vs us @ Gecurity 
Command Channel and may be used a6 3 back-up communications 
system. ‘The Security Officer, NPIC, will maintain rxdio communica: 
tion= wiih rhe NPIC courier vehicles. 


@ 3, tice of Communications facilities wii. be utilized as 
: back-up as required, 


4. Courier service will be maintained by the Office of Logistics, 


utilizing radio-equipped vehicles and making any adjuatinents in 
service suitable to the emergency. 


E. ‘ranspectation: 


i. The {fice of Security will furnish transp: jaifoe for the 
Mrector (aud Deputy Director, if required). 


2, The Mitce of | ogisties will provide any t<aasportation 
required (a1 the Executive Directer-~Comptroiler and Deputy 


Thxrectors and will pice up eritical key empleyves on emersucy 
reues dau at pickup pointa, 


F. Supply: 


Emergency supplies, including raiious, cote, etc., will be made 
availaple to critical key employees by the Office of Logistics. 


A_PDDo0_00 
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‘The Office of Medical Services will provide medical perroane! 
and supplies for emergency asulsteasc of major Agency Inatallantoes. 


Hi. Seevrity: 


1. Kacn component will take netessary ict ion Co wafegyird + 4% 
classified meacerial La the event of an emergenrsy- 


2. The Uffiec of Security will maintain a ci crent Emeryeacy 
oxee Plan incunding provision for the estabiisnment of a Headqueso<8 
Command Post. 


4, As «equired for the protection of Ageucy personnel and 
property, the Office of Security will call fox +ssistance from the 
U.S. Special Police, U.S. Marshals, local u::c state police 
departments. . ‘ 


4. The Office of Security will esteblish a Security Emergens 
@ Force under a Security Area Commander for thi: following areas. 


Headguarters 
2430 E Street Complex 


Rosslyn Complex 
1000 Glebe Road 


25X1 
Iv, Operational Concept: | 


A, In emergenc. ¢icuations involving demonstrations with petcn sh 
threats ugninst Agency fcilitlest 


1. The Office of Security will activate ite Emergeucy Foree 
Plan, which includes special security measures for protection of 
Headquarters. 


/, Any :oformation received by Agency components concer:.in;; 
“emenstrations will be reported to the Intelirence Officer, OS (Syria i 
Agsistang to the DD/PT&OS). 
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B. Wheu reports indicete the possibility of events which may = ag 
' Jeopardize the security of Agency facilities or personnel: . , 

1, The Security Emergency Force will be alerted and 
veated with il] neceasary authority for ue protection of Agency 
classified material, property, and perrounsi, 


- 2. Decisiun: will be made as to weleage, retention and excuse 


from cuty. 
4. Directur- of Support Offices will be alerted to be ready to 
earry oui emergeucy plans, 


4, Building Emergency Organizations will be elerted, «.: 
necessary, to assist the Security Emergeacy Force in movii x 
pérvenne! io places of safety within buildings or ty provide «her , 


anuistance ag required, 


5. Building or Area Security Emergency Forces will be 
augmented from Headquarters ae required. E 


Vo Plaiming In plementalion: 


Offices tasked with responsibility under this pian will submit 
one copy of their implementing plan to.the Deputy Director for Support. 
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OPERATIONS DD/S ADMINISTRATIVE 
28 December} 1971 INSTRUCTION NO, 71-4 
\ 


\ 


a 


INTELLIGENCE SUPPORT IN CRISIS SITUATIONS 


\ 
RESCISSION: DD/ S,Administrative Instruction No. 71-1 dtd 7 January 1971 


1. This Administrative Instruction contains plans of the Support Directorate 
for implementation during Crisis Situations, 


2. Crisis Activation 
The activation of all or any portion of the plans contained herein will be 


accomplished upon instructions of t tale Director for Support. Notification 
will be accomplished in accordance With the notification plan contained in 


Attachment 2 to this Instruction, The Executive Officer to the Deputy Director 
for Support is designated as the Senior BP/ S Officer responsible for expediting 


Support Directorate support to the CIA O erations Center (OPSCEN), 


3. General 


Each Support Office Head is responsible\for developing internal plans for 
the functioning of his office during crisis situations. These plans will include 
provisions for the following: 


a. Rosters of Senior Officials designated\to serve on duty 
24 hours a day, 7 days a week in their ae 


b. Sufficient numbers of qualified personnel to operate on 
a task force basis for temporary duty both domestikally and 
overseas. All task force designees must be kept in constant 
state of readiness for prompt departure, and this includes immuni- 
zations, passports, and medical and security readiness, Office 
Heads are responsible for ascertaining that the individuals selected 
by them have been cleared for TDY overseas. 


c. Upon activation, establishing liaison with the OPSCEN and 
the appropriate Area Division concerned, 
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d. The maintenance of a crisis telephone pattern for contacting 
both duty officers and task force designees after hours. 


4, Office of Personnel 
The Director of Personnel will: 


a. Assist in determining persons qualified either for TDY 
abroad or for temporary detail to National Military Command 
Center, State Operations Center, U. S. Military Forces or similar 
emergency assignments by maintaining a Qualifications Register 
from which lists of language and area specialists, communicators, 
intelligence generalists and others may be promptly prepared. 


b. Establish emergency processing service by the Central 
Processing Branch. 


c. Establish an emergency capability for insurance coverage 
on individuals traveling. 


@ d. Provide casualty services, if required. 


e, Accomplish all administrative arrangements for personnel 
detailed to or from other agencies. 


5. Office of Logistics 
The Director of Logistics will: 

Provide emergency logistical support including supplies, equipment, 
printing and graphic service, vehicles, food service, and motor pool 
service. 

6. Office of Finance 
The Director of Finance will: 
Provide emergency financial support, including that necessary 


for transferring, depositing and disbursing funds 24 hours a day, 
7 days a week, 


ade 
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7. Office of Training 
The Director of Training will: 
25X11 a. Prepare and keep current instructions for activating 
a reception center for the accommodation of 
employees and their dependents who may be evacuated from 
overseas areas. 
b. Provide any training support required. 
8. Office of Security 
The Director of Security will: 

Provide security support including general security duty, 
emergency security patrols, audio countermeasures, polygraph 
support, physical security support, and[ 25X 
support. 

@ 9, Office of Medical Services 
The Director of Medical Services will: 
Provide medical support. 
10. Office of Communications 
The Director of Communications will: 
a. Provide communications support. 
b, Prepare and keep current instructions for activating 
[Ff reception center for the accommodation of employees 
al 


dependents who may be evacuated from overseas areas. 25X1 


25X11 


FOR THE DEPUTY DIRECTOR FOR SUPPORT; 


EXECUTIVE OFFICER 


#35 
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OPERATIONS , ATTACHMENT 1 TO 
28 December 1971 DD/S ADMINISTRATIVE 
INSTRUCTION NO. 71-4 


ROSTER FOR SPECIAL DUTY IN CRISIS SITUATIONS, 
OFFICE OF THE DD/S 


1, Following is the roster of duty officers to man the Office of the 
DD/S on a 24-hour basis if required and who should be ready for prompt 
departure on temporary duty in the United States or abroad: 


Name Office Home 


ohn W. Coff 


2. A new list of those who would man the DD/S Office will be prepared 
by the first duty officer responding to a crisis situation, The new list will 
take into consideration all employees of the Office and those who may be 25X1 
needed for temporary duty elsewhere. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT 
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PUBLICATIONS DD/S ADMINISTRATIVE 
28 December 1971 INSTRUCTION NO, 71-5 


ADMINISTRATIVE ISSUANCES VA . 


The following DD/S Administrative Instructions are hereby rescinded: 


DD/S Admin Instruction No, 64-3, 17 February 1964; Uncollectible 
Receivables. 


DD/S Admin Instruction No. 64°7, 29 June 1964; Centralization of 
Information on Published Refereyce to Agency Activities and Personnel. 


DD/S Admin Instruction No, 64-9,\10 July 1964; Reassignment Clearance 
of Accounts. 


DD/S Admin Instruction No. 64-11, 


DD/S Admin Instruction No. 64-14, 9 Odtober 1964; [ 


DD/S Admin Instruction No, 65-1, 25 Mardh 1965; Automatic Data 
Processing. 


DD/S Admin Instruction No, 65-3, 6 April 196§; CIA Automatic Data 
Processing Committee, 


DD/S Admin Instruction No. 65-4, 6 April 1965; 
Processing Plans and Programs. 


DD/S Admin Instruction No. 65-6, 11 May 1965; Au 
Processing. 


DD/S Admin Instruction No. 65-8, 1 June 1965; Average\Salary 
Control System. 


DD/S Admin Instruction No. 65-9, 9 June 1965; Intelligence\Support 
in Crisis Situations. 


DD/S Admin Instruction No, 65-14, 11 October 1965; Organization 
and Ceiling Controls. 


C-O-N-F-I-D-E-N-T-I-A-L 
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DD/S Admin Instruction No. 65-17, 12 October 1965; Cost Reduction 
and Management Improvement in Government Operations. 


DD/S Admin Instruction No. 65-18, 26 November 1965; Liaison and 
Contacts With the Bureau of the Budget. 


DD/S Admin Instruction No, 66-3, 30 September 1966; Support Services 
Staff. 


DD/S Admin Instruction No, 66-4, 17 October 1966; Establishment of 
Support Services Historical Board. 


DD/S Admin Instruction No. 67-1, 11 January 1967; Support Officers 
Development Program. 


DD/S Admin Instruction No. 70-2, 28 January 1970; Follow Up on 
Action Items in Diary Notes. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


Distribution: 

Orig - DD/S Subject 
1 - DD/S Chrono 
1 - Ea Office Head: D/CO, D/F, D/L, D/MS, D/P, D/S, D/TR, C/SSS 
1 -DD/S 
1 - ADD/S 
1 - EO-DD/S 
1 - Ea RAB/SSS & RCB/SSS 
1 - SSA=DD/S 
1 - Ea C/SOS, C/PS, C/Career Mgt & Trng Staff 
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28 December 1971 INSTRUCTION NO, 71-6 
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\, 
INST RUCTIONS FOR DEPLOYING THE INITIAL EMERGENCY 
: RELOCATION FORCE 


RESCISSION\ DD/S Administrative Instruction No. 69-2, 10 February 1969 


1, For thé guidance of principals and alternates on the Initial Emergency 
Relocation Force Roster, the current procedures for deploying the Force are 


set forth below. 25X1 


ergency Relocation Force may be deployed] 


wing conditions: 


2. The Initial 
under any one of the fol} 


a. Upon public, announcement by the President directing the 
relocation of personnd] of the Executive Branch having essential 
wartime functions, or 


b. Upon orders by the Director of Central Intelligence or 
8 by a Deputy Director spe ing on his behalf, or 


Attack Warning Signal, which konsists of a 3- to 5-minute wavering 
tone on outside public warning devices or sirens, or short blasts 
on horns or other warning devicés within buildings, or 


c. Upon the sounding (ons defense authorities of the 


d. Upon receipt of notification of the declaration of Defense 
Readiness Condition (DEFCON) 1, 


y attack without any warning 
1, 


€. As soon after an actual ene 
signal as local authorities permit trav 


3. When orders are issued under 2b abdve, the attached notification plan 
Will be used. (See Attachment 1.) In the event\that any individual to be contacted 
cannot be located, it is the responsibility of each person in column 1 to notify 
an appropriate alternate on the Initial Emergency Relocation Roster, 


S-E-C-R-E-T 
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4, Advance parties of the Initial Emergency Relocation Force, in size 
up to 25 percent of its total strength, will be deployed to the emergency 
relocation site upon receipt of notification of the existence of 
DEFCON 2, The exact size and content of such advance parties will depend 
upon the situation at the time, 


5. The Head of each Office or Staff is responsible for establishing an 
expeditious means for notifying Emergency Force personnel of their respective 
components, for maintaining current rosters and transportation arrangements 
to the relocation site, and for designating an advance cadre of his Initial 
Emergency Relocation Force to move to the relocation center when directed 
by the Deputy Director for Support. In notifying members of the Initial 
Emergency Relocation Force by unprotected means of communication, the 
appropriate DEFCON term will be used (See Attachment 2), 


6. Each person in column 2 of the notification plan is responsible for 
notifying the appropriate person in column 1 of any change in his telephone 
numbers and for furnishing or obtaining his own private transportation, 
Alternates in the Office of the DD/S should report changes to the DD/S 
Senior Emergency Planning Officer, 


7. The attached plan has been approved by the Deputy Director for 
Support and is effective upon receipt, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 
Attachments: 


Att 1: Emergency Notification Plan 
Att 2: DEFCON System 


S-E-C-R-E-T 
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DD/S ADMINISTRATIVE 
5 January 1972 INSTRUC TION NO, 72-1 


f 


ANNUAL BRIEFING PROGRAM 


1. General 


For several ygars the Deputy Director for Support has scheduled 
annual briefings by Division and Staff Chiefs within the Offices of the 
Support Directorat The purpose of this instruction is to furnish 
guidance for the preparation and presentation of those briefings. 
Office Directors may ¥ttend and participate as they individually 
choose. Briefings willbe held at locations chosen by Office 
Directors, 


2. Purposes of the Briefings 
The briefings are intended to: 


a. Provide a forum for Divisign and Staff Chiefs to focus 
the attention of the Deputy Directok for Support on particular 
problems, objectives, goals, progryms, plans, and pertinent 
collateral issues. 


b, Assist the Division and Staff Chie¥s to review their own 
operations, take a fresh look at them, anW obtain guidance from 
the DD/S. 


c. Give the DD/S current insight into the perations and 
management of all components of his Directorkte, 


subordinates if it is constructive to have particular jects dealt 
with individually, 


ir 
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b, Presentations should be planned to run about 30-45 minutes 
to allow time for questions and discussion during and after the 
briefing while keeping the total time generally within one hour, 


c. Significant accomplishments during the period since the 
last briefing should be presented and failures or short-falls 
should be described, 


d. Goals for the next year and how it is planned to achieve 
them should be discussed. 


e. Any expected shifts in the priorities of goals, objectives, 
and programs during the coming year should be described and 
evaluated. 


f. Current and anticipated problems which have impeded 
accomplishments and which are expected to be impediments to 
the achievement of goals should be presented. 


g. Implications for reallocation of resources in terms of 
people, money, and facilities relating to the foregoing should 
be identified and described, 


h. Significant changes in organizational structure, staffing 
complement, methods and procedures, or workload should be 
covered. 


4. Don'ts 


a. The organization and staffing of the Division or Staff 
should not be reviewed and organizational charts need not be 
presented unless there is a significant change. 


b. Workload statistics should not be the principal topic 
of briefings but should be presented only if there is something 
of true significance to report. 


5. Briefing schedules for individual offices will be distributed by separate 
memorandum, 


ROBERT S. WATTLES 
ASSISTANT DEPUTY DIRECTOR 
FOR SUPPORT 
DISTRIBUTION: 2B 
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5 January 1972 DD/S ADMINISTRATIVE 
INSTRUCTION NO, 72-1 


Distribution: 
Orig - DD/S Subject 
1 - DD/S Chrono 
1 -DD/S 
1 - ADD/S 
1 - EO-DD/S 
1 - SSA-DD/S 
1 - SA-DD/S 
1 - Ea C/SOS, C/PS, C/Career Mgt & Trng Staff 
1 - SSS 
1 - Ea RCB & RAB 
6 - OMS 
16 -OC 
- OL 


- OS 
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- OF 
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OPERATIONS DD/S ADMINISTRATIVE 
18 January 1972 INSTRUCTION NO, 72-2 


sATURDAY MORNING DUTY OFFICERS 


1. This Admin trative Instruction serves to formalize the Saturday 
Morning Duty Officer Sysxem in the Support Directorate. 


2. Each Office is rdsponsible for scheduling a Saturday Morning Duty 
Officer to respond to situatioys requiring immediate action. Between 0900 and 
1300 hours on Saturday, the OXDD/S, the Offices of Security, Communications, 
Personnel and Logistics /Logistiss Services Division will have Officers on duty 
at Headquarters and the Offices o{ Finance, Medical Services and Training will 
have Duty Officers on call at home. The Offices of Security and Communications 
satisfy this requirement through theix Night Security Duty Office and the Signal 
Center, both of which are manned 24 hours a day. In addition to the Duty Officer 

~ @ in Logistics Services Division, the Offise of Logistics will have a Saturday 
Morning Duty Officer on duty in the Officd of the Director of Logistics from 0930 
hours to 1130 hours who will review cable’ affic on Saturday morning, take any 
necessary action and then return home wheré he will remain on call until 1300 
hours. Re 


to the O-DD/S Duty Officer by calling extension| _|at the beginning and at eon 


the end of their Saturday tour of duty. The Saturdd Y Morning Duty Officer will 


to the Executive Officer, DD/S, by the Offices of Persoxnel, Logistics, Finance, 

Medical Services and Training for inclusion in the O-DD S Saturday Duty Book. 

Also, each Office will telephone extension [no later t en 1600 hours on Fridays 25x1 
(Thursday if Friday is a holiday) to confirm the name of th Duty Officer scheduled 

for Saturday duty. & 


S-E-C-R-E-T 
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5. This Instruction does not preclude Office Directors from 
scheduling additional Duty Officers considered necessary to provide 
coverage during Saturday morning or other non-duty hours. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


EXECUTIVE OFFICER 


Distribution: 

Orig - DD/S subject 
1 - DD/S chrono 
1 - Ea: D/CO, D/F, D/L, D/MS, D/P, D/S, D/TR 
1 - DD/S 
1 - ADD/S 
1 - EO-DD/SS (for filing in Duty Book) 
1 - SSA-DD/S 
1 - C/SOS-DD/S 
1 - C/PS-DD/S 
1 - SA-DD/S 
1 - CMO-DD/S 
1 - C/SSS-DD/S 
1 - C/RCB 
1 - C/RAB 
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PERSONNEL DD/S ADMINISTRATIVE 
1 February 1972 INSTRUCTION No. 72-3 
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CHARTER FOR THE SUPPORT 
OFRICERS' ADVISORY GROUP (SOAG) 


1. This Administrative Instruckion sets forth guidelines for the operation of the 
Support Officers' Advisory Group. 


2. Back ground 


The Deputy Director for Support &stablished SOAG in November 1971 as a 
result of deliberations conducted at the\1971 Support Officers’ Conference, and 
in response to Recommendation E of the\Agenda Committee's "Final Report of 
the Support Career Conference of 1971". 


3. Responsibilities 
The Support Officers' Advisory Group will’ 
a. identify issues or problems and inittgte independent 
research efforts leading to articulatidg of new ideas, 
approaches, or program proposals for\the consideration 
of the Deputy Director for Support; 
b. review and make recommendations on any\Directorate 
problems, policies, planning or procedural\matters 


submitted by the Deputy Director for Suppor 


c. perform other advisory services as directed b\the 
Deputy Director for Support. 


The Deputy Director for Support will support SOAG's activiNes by affording 


access to Directorate personnel and information. 
Excluded kkom automatic 
downgrading and 
declassification 


S-E-C-R-E-T 
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4. Eligibility, Selection of Membership and Terms of Office 
Eligibility 


All Support Careerists, GS-10 through GS-14, who have career employee status 
are eligible for membership on SOAG. 


Selection of Membership 


Notwithstanding the permanent membership of the Deputy and Assistant Deputy 
Director for Support, SOAG will have seven members who will be elected on a 
secret ballot by all Support Careerists who are assigned to the headquarters area. 
Initially, the seven officers who received the greatest number of votes in the first 
election will constitute the membership of SOAG. Similarly, three alternates will 
be chosen from those officers who received the next highest number of votes. Soon 
after the first election, the membership will be divided by lot into three groups: 
the first group of three who will vacate their position at the expiration of 12 months, 
the second group of two will vacate their position at the expiration of 18 months, and 
the third group of two will vacate their position at the expiration of 24 months. The 
net result of this action will be that at least two new members and two alternates will 
be chosen every six months. Elections will be held annually in November, and terms 
@ of office will begin 1 January or 1 June. Should vacancies occur either by resignation, 
reassignment or by personal request, the Chairman of SOAG may make temporary 
appointments from the list of alternates to complete the vacating member's tour with 
SOAG. 


Terms of Office 


Membership on SOAG will be limited to 18 months. While a normal 18-month 
tour will not prohibit an incumbent from standing for re-election to SOAG, no officer 
may serve successive terms. Membership on SOAG will be terminated with acceptance 
of an appointment to any other management advisory bodies, e.g., the Agency's 
Management Advisory Group. 


5. SOAG Officers, Terms of Office and Responsibilities 
a OF ht ice and nesponsiouities 


The membership of SOAG will select a Chairman and Recording Secretary 
every three months. The Chairman of SOAG will be responsible for drafting an 
agenda, identifying the times and places for meetings, and conducting all official 
meetings. The Recording Secretary will prepare and distribute the formal agenda 
to members of SOAG as well as assume full responsibility for the preparation of a 
formal journal of SOAG's proceedings which may from time to time be published 
for general distribution to Support Officers -- excepting such parts as may in the 
judgment of the members violate the confidence of the Deputy Director for Support. 


@ 
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6. Times, Places and Manner of Meetings 


SOAG will determine the rules of its proceedings, but will always have one 
formal meeting per month with either the Deputy or Assistant Deputy Director 
for Support (DD/S or ADD/S). A quorum of five will be authorized to do business, 
but a smaller number may be permitted to meet at any time as a working group. 
At their discretion, the DD/S or ADD/S may attend such working sessions. Once 
a quarter, SOAG will hold an open formal meeting for those Support Officers who 
are interested in observing and participating in its deliberations. The Chairman 
of SOAG will assume full responsibility for making public the date and agenda 
for such open meetings as well as ensuring that at least one-quarter of the meeting's 
time is devoted to general discussion. As in all formal meetings, the Chairman 
will be responsible for conducting such open meetings. Under normal circumstances, 
SOAG will meet in the Office of the Deputy Director for Support's conference room 
which will be reserved ahead by the Recording Secretary. The Chairman, at his 
discretion, may change the date, place and time of either closed or open formal 
meetings, but in so doing he will also assume a concomitant responsibility for 
making public the new date, place and time of such meetings. 


7. Charter Amendments 


SOAG will reserve the right to amend this Charter by majority vote of the 
membership, subject to final approval by the Deputy Director for Support. 


8. Addendum 


The addendum to this administrative instruction sets forth the initial member- 
ship and the mailing address of the Support Officers' Advisory Group. 


OHN W. COFFEY 
Deputy Director 
for Support 
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DD/S ADMINISTRATIVE 
INSTRUCTION No. 72-3 
ADDENDUM 


CHARTER MEMBERS OF THE SUPPORT OFFICERS' 
ADVISORY GROUP 


1, Deputy Director for Support - Permanent member 
2. Assistant Deputy Director for Support - Permanent member 
25x1 3. 


airman 


4. cording Secretary 


Mail should be addressed to: 


Support Officers' Advisory Group 
Room 7D 18 Hqs 
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DD/S ADMINISTRATIVE 
INSTRUCTION No. 72-3 


DISTRIBUTION: 
Orig - DD/S Subject 

- DD/S Chrono 

~ Ea. Office Head: D/CO, D/F, D/L, DMS, D/Pers, D/S, 

DTR, C/SSS 

- DD/S 

- ADD/S 

- SSA-DD/S 

- EO-DD/S 

- Records Admin Branch 

~ Regulations Control Branch 

- C/SO 

~ C/FS 25x1 

- C/CMS 
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PERSONNEL DD/S ADMINISTRATIVE 
29 February 1972 INSTRUCTION No, 72-4 


REORGANIZATION\OF THE SUPPORT SERVICES CAREER BOARD 
ESTABLISHMENT OF DEPUTY DIRECTORS PANEL 
REORGANIZATION OF STAFF OPERATIONS PANEL 


Rescission: DD/S Administrative Instruction No, 65-11 


1, Background 


As a result of deliberations donducted at the 1971 Support Career Service 
Conference and a review of the recommendations submitted in the Agenda Com- 
mittee's "Final Report of the Supp4rt Career Service Conference of 1971," the 
Deputy Director for Support hereby\recognizes the Support Career Servite 
system as set forth below. 


2. Support Services Career Board 


The Support Services Career Board 1% hereby reconstituted, Membership 
will be as follows: 


Chairman - The Assistant Deputy Director for Support (ADD/S) 


Voting Members ~ The Directors of the Offices of Communications, 
. Finance, Logisticd, Medical Services, Personnel, 
Security, and Trairing--with their respective 
Deputies as alternates, 


Executive Secretary - The Career Managemént Officer (CMO) for the 
Support Career Servica. 


The Support Services Career Board will: 
a. consider and make recommendations to tha Deputy Director for 


Support on policy and major procedural matters ag they may affect the 
Support Directorate Career Services; 


b, review competitive evaluation of all Support Nirectorate Careerists 
for promotion to (or at) the supergrade level; 


: ae oe phy, oe 
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@ c. review and make recommendations to the Deputy Director for 
Support regarding the nominees of the several Support Career Services 
for the Senior Schools, Executive Development Programs, and full-time, 
professional training for GS-15 and supergrade personnel; 


d, perform other personnel management functions as directed by the 
Deputy Director for Support, 


3, Deputy Director's Panel 


The Deputy Director's Panel is hereby established, Membership will be 
the Assistant Deputy Director for Support (Chairman), the Special Support 
Assistant to the Deputy Director for Support, the Executive Officer to the 
Deputy Director for Support, the Career Management Officer for the Support 
Career Service, and three Support careerists of supergrade rank, The term 
of office of these latter three members will be generally limited to an 18- 
month period, Future appointments to the Panel will, however, be purposely 
staggered to provide for continuity. 


The Deputy Director's Panel will: 


® a. continuously review all requirements for "S" Career Service Of- 
ficers at the GS-15 and supergrade level and make assignment recom - 
mendations as appropriate; 


b, review and take action on requests for extensions of tour and 
second tours, transfers to the "S" Career Service, conversions to career 
employee status, requests or nominations for training, and other personnel 
matters concerning "'S" careerists at the GS-15 or supergrade levels; 


c. perform a competitive evaluation of all ''S" careerists for promo- 
tion to or at the supergrade level for review by the Support Services 


Career Board; 


d, perform other personnel management functions as directed by 
the Deputy Director for Support. 


4, Staff Operations Panel 
The Staff Operations Panel is hereby reconstituted, 
To ensure that the Deputy Director for Support (DD/S) may have the benefit 


of the advice and counsel of senior Support Officers who are knowledgeable of 
position requirements, the inevitable diversity in career patterns and the 
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qualifications of ''S" careerists, the Staff Operations Panel will henceforth 

be composed of a Chairman, chosen by the DD/S from the senior Support 
Officers serving on his immediate staff, the Career Management Officer 
(CMO) for the Support Career Service who will serve as Executive Secretary, 
and five senior (GS-15 or above) Support Officers who collectively have a wide 
range of Agency experience, Excepting the permanent status of both the 
Chairman and the Executive Secretary who will both serve at the pleasure of 
the DD/S, membership on the Staff Operations Panel will be generally limited 
to an 18-month peridd, Furthermore, all future appointments to the Panel will 
be purposely staggered to provide for a degree of continuity in its deliberations. 
Membership will be reconstituted as follows: 


Chairman - A senior Support Officer chosen by the DD/S from 
his immediate staff. 


Voting Members Five senior Support Officers knowledgeable of the 
Directorates of Intelligence, Plans, Science and 
Technology, Support; and the Independent Offices; 
and the Career Management Officer (CMO) for the 
Support Career Service, 


Executive Secretary - The Career Management Officer (CMO) for the 
Support Career Service, 


a. The Staff Operations Panel will: 


(1) consider and make recommendations to the Deputy Director 
for Support on policy and major procedural matters as they may affect 
"S" careerists at the GS-14 level and below; 


(2) continuously review all requirements for "S" officers at the 
GS-14 level and below and make recommendations regarding the as- 
signments of available "S" careerists to the Deputy Director for Support; 


(3) perform competitive evaluations of all "S" careerists for 
promotion up to and including the GS-15 level and make appropriate 
recommendations to the Deputy Director for Support; 


(4) recommend to the Deputy Director's Panel all outstanding "S"” 
careerists in grades GS-14 and below who in the considered judgment 
of the Staff Operations Panel should be given special consideration for 
either promotion to supergrade or assignment to positions which nor- 
mally require a Support careerists at the GS-15 or supergrade level; 
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(5) review and make recommendations to the Deputy Director 
for Support on requests for extension of tour and second tours, transfers 
to the "S" Career Service, conversions to career employee status, re- 
quests and nominations for full-time professional training, and other 
personnel matters concerning "S" careerists in grades GS-14 and below; 


(6) perform other personnel management functions as directed by 
the Deputy Director for Support. 


b, The Chairman of the Staff Operations Panel will appoint, at his dis- 
cretion, subpanels to assist in any specific reviews or career planning activi- 
ties which may be assigned by the Deputy Director for Support, or which his 
Panel may wish to undertake. 


c. Panel members will not participate in any proceedings or delibera - 
tions which involve contemplated actions which may concern them as individuals, 


5. Procedures 
The deliberations of the Staff Operations Panel, the Deputy Director's Panel, 


and the Support Services Career Board will be recorded in the form of minutes 
by the Executive Secretary. 


| 6, Addendum 


The addendum to this Administrative Instruction sets forth the current mem- 
bership of the Deputy Director's and Staff Operations Panels and the expiration 
date of the appointments. 


25x 
STA 


Deputy Director 
for Support 
Distribution: 
Orig - DD/S subject 
1 - DD/S chrono 
- DD/S 
- ADD/S 
- EO-DD/S 
- Ea: D/CO, D/F, D/L, D/MS, D/P, D/S, D/TR 
- SSA-DD/S 
- C/SOS-DD/S 
- C/PS-DD/S 
- SA-DD/S 
- CMO-DD/S 
- C/SSS-DD/S 4 
- C/RAB-DD/S va 
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SECURITY DD/S ADMINISTRATIVE 
28 June 1972 INSTRUCTION NO, 72-5 


IDENTIRICATION OF DOCUMENT CLASSIFIER 


REFERENCES: (a) 
(b) 


dated 13 June 1972 
dated 26 June 1972 


As required by the referent regulatory issuances, beginning 30 June 
1972 the classifier of each dociment will be identified in the document, 
Support Directorate Offices and §taffs should comply with this requirement 
in the following manner: 


a. When a document \s signed by the classifier and 
his position title is indicated, yo other identification is neces- 
sary. 


b, When a document is classified by other than the 
person signing it, or the document does not require a signa- 
ture, or a position title is not shown, then the classifier will 
be identified by inserting his personnel position number plus 
the first two digits of his Position Control Register (PCR) 
Number (e.g. 0130-10) in the blank space of the "Classified 
By: " stamp, If, because of multiple incum- 
bency or other reasons, an official position number and PCR 
Number do not clearly identify the classifien, then the classi- 
fier's name (if not precluded by cover considarations) or em- 
ployee number must also be included, 


FOR THE DEPUTY DIRECTOR F : 


Executive Officer to th 
Deputy Director for Suppart 


ia tr 


Distribution: 
Orig - DD/S subject 1 - SSA-DD/S 
1 - DD/S chrono 1-C SOS -DD/S 
1 - Ea: D/CO, D/F, D/L, D/MS, D/P, D/S, D/TR 1 - C/PS-DD/S 
1- DD/S 1 - SA-DD/S 
1 - ADD/S 1 - CMO-DD/S 
1 - EO-DD/S 1 - Ea: C/SSS, C/RCB, 


C/RAB 
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Secret & Confidential 


(added 12 July 72) 


Top Secret, Secret, & 
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LIST OF APPRO' 


Position Title 


Deputy Director for Support 
Assistant Deputy Director for Support 
Executive Officer to the DD/S 

Special Support Assistant to the DD/S 


Deputy Special Support Assistant to the DD/S 
Assistant to the SSA-DD/S 

Chief, Plans Staff 

Deputy Chief, Plans Staff 

Assistant to the Chief, Plans Staff 

Chief, Support Operations Staff 

Adm Officer, Support Operations Staff 

Adm Officer, Support Operations Staff 
Special Assistant for Air Operations 
Career Management Officer 

Senior Training Officer 

Chief, Support Services Staff 

Deputy Chief, Support Services Staff 

Chief, Regulations Control Branch/SSS 
Chief, Records Administration Branch/SSS 
Chief, Records Center /SSS 

Deputy Chief, Records Center /SSS 

Chief, Information Processing Branch/SSS 
Assistant to the Career Management Officer 
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CLASSIFIERS 


Name of Incumbent 


30 June 1972 


ohn W, Coffe 


*This is a multiple incumbency position, See Administrative Instruction 72-5 which provides for the use of Tu 
identifying information; i.e,, name or employee number, 


Position 1st Two Digit d, 


# of PCR# , 


25X1 
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LOGISTICS DD/S ADMINISTRATIVE 
7 September 1972 INSTRUCTION NO, 72-6 
LOCAL TRA oo FOR VISITING DIGNITARIES 7 


1, The Office of Logistics quite frequently is called upon to furnish 
local transportation during both regular and off-duty working hours within 
the Metropolitan Washington area for visiting dignitaries and other official 
guests of senior Agency personnel, In order that this service may be ren- 
dered as efficiently as possible and to ensure that there is the least possible 
chance of failure to recognize\the dignitary or guest, the following procedures 
will be followed: 


a. Submit in writing the request for the service at least 24 hours 
before the mission is to be\performed, The memorandum should be 
handcarried to the Office ofthe Chief, Logistics Services Division/OL, 
4E-06 Headquarters Building 


b, Specifically identify the full name and street address of the 
hotel, club, or office building, aad the exact place of pick up, i.e., 
the reception desk, information caunter, street entrance, etc., as 
well as the specific details on the destination of the trip. 


c. Include a physical description\of the guest, 


d. Make every effort to furnish an escort officer to ride with the 
motor pool chauffeur, Experience has shown that, particularly during 
rush-hour traffic, it is sometimes difficukt for the chauffeur to find a 
convenient parking place where he may leaYe the car and endeavor to 
locate physically the guest, The presence of an escort officer, in addi- 
tion to facilitating recognition of the guest, will also allow most efficient 
contact and transportation, 


FOR THE DEPUTY DIRECTOR FOR $& 


Executive Officer to the 
Deputy Directox for Support 
Distribution: 
Orig - DD/S subject 
1 - DD/S chrono 
1 - Ea: D/CO, D/F, D/L, D/MS, D/P, D/S, D/TR 
- Ea: DD/S, ADD/S, EO-DD/S 
Ea: SSA-DD/S, C/SOS-DD/S, C/PS-DD/S, SA-DD/S, CMO-DD/S 
- Ea: C/SSS, C/RCB, C/RAB 


a 
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PUBLICATIONS \ DD/S ADMINISTRATIVE 
17 October 1972 INSTRUCTION NO, 72-7 


RESCISSION 


DD/S Administrative \nstruction No, 64-2, dtd 17 February 1964, 


“Approval of Separate Activities," is hereby rescinded, 


FOR THE DEPUTY DIREC’XOR FO 


EXECUTIVE OFFICER 


& Distribution: 


Orig - DD/S subject 
1 - DD/S chrono 

- Ea Office Head: D/CO, D/F, D/L, \D/MS, D/P, D/S, D/TR 

- DD/S 

- ADD/S 

- EO-DD/S 

- SSA-DD/S 

- C/SOS 

- C/PS 

- CMO-DD/S 

- SA-DD/S 

- C/SSS 

- C/RAB 


lll ceellll nocl e o 
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PUBLICATIONS DD/S ADMINISTRATIVE 
20 October 1972 \ INSTRUCTION NO, 72-8 


yo 


COORDINATING OFFICER 


FOR NONREGULATORY ISSUANCES 


Effective immediately, the Chief, Support Services Staff, is the 
coordinating officer for all nonregulatory issuances initiated by components 
in the Support Directorate for Agency -wide distribution, All such proposed 
issuances will be submitted to the Chief, \Support Services Staff, for review 


prior to publication. STA 


OHN W, COFFEY 
eputy Director 
for Support 


Distribution: 
Orig - DD/S subject; 
1 - DD/S chrono 
1 - Ea Office Head: \D/Cco, D/F, D/L, D/MS, D/P,\D/S, D/TR 
1- DD/S 
1 - ADD/S 
1 - EO-DD/S 
1 - SSA-DD/S 
@ | 1 - C/SOS 
1 - C/PS 
1 - CMO-DD/S | 
1 - SA-DD/S \ 
1 - C/SSS 
1 - C/RAB 
1 - C/RCB 


Approved For Release 2006/11/22 : CIA-RDP90-00708R000100080010-0 epg td 
GET. I 


‘ ADMINISTRATIVE - INTERNAL USE ONLY 224 JEL 2H IE 


MANAGEMENT ° DD/S ADMINISTRATIVE 
26 October 1972 INSTRUCTION No, 72-9 


A 


\ / 


DD/S STAFF MEETING 


Reference; DD/S Administrative Notice No, 65-1 (Rescinded) 
\ 

The Deputy cane for Support will hold a regular staff meeting 
on Tuesdays at 10:30 a.m.\in the DD/S Conference Room. Those attending 
will be the Director of each Support Office or his representative, the Chief, 
Support Services Staff or his representative, and the members of the im- 
mediate staff of the DD/S. item ms suggested for inclusion on the agenda may 
be telephoned to the eeccanen ones anytime before 11:00 a.m. on Mondays 
before the meeting, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer to the 
eputy Director for Support 


ADMINISTRATIVE - INTERNAL USE ONL \ 
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@ TRAVEL \ DD/S ADMINISTRATIVE 
26 October 1972 INSTRUCTION No, 72-10 


A 
%, 


oe TRAVEL OF SENIOR SUPPORT OFFICERS 
Rescission: DD/S Administrative Instruction No. 65-15 dated 4 October 1965 


1. Because ais es of the Support Directorate are able to 
make only a limited number of TDY visits to overseas installations each year, 
an informal procedure has beén devised to aid in extending the value that can 
be realized from each such trip, Under the procedure (a) special briefings 
will be arranged for the senior officers to acquaint them with Support activities 
at the stations and bases to be visited and (b) travel plans of senior officers 
will be reviewed periodically to coyrdinate their timing and to assure a proper 
geographic balance in the areas visi ed. 


2. Senior Support officers will be expected to receive comments and 
observations from the Chiefs of Station an any aspect of Support interests and 
@ upon their return to Headquarters to report such comments, problems, and 
observations to the appropriate DD/S Offices for their attention or action. 
Senior officers will not take definitive actio\ in areas outside their specialties. 


3. Travel plans of senior officers will continue to be reported in 
semiannual forecasts which each office submits\in May and November to the 
Special Support Assistant to the Deputy Director for Support. From these 
forecasts, the SSA-DD/S will determine what spedial briefings are desired 
for each senior officer and make the necessary artangements for them. 
Each briefing schedule will include an appointment with the DD/S or the 


ADD/S. 
FOR THE DEPUTY DIRECTOR FOR SUPPORT; 3 STAT 
“my 
_ Executive Officer to the 
Deputy Director for Support 
@ "ADMINISTRATIVE - INTERNAL USE ONLY 
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SECURI DD/S ADMINISTRATIVE 
26 October\1972 INSTRUCTION No, 72-11 


RESTRICTIONS ON USE OF CAFETERIA FACILITIES 


Rescission: DD/S\Administrative Notice No, 72-1 dated 17 January 1972 


1, Support Directorate employees who are under cover are cautioned 
that the North Cafeterik and the Rendezvous Room, Jocated at LF-83 in the 
same corridor as the North Cafeteria, are open to many non-Agency personnel 
who do not have general access to the Headquarters Building. Unless an Agency 
employee's cover is such that it would logically support his presence there, he 
should not use these facilitigs, and should avoid Corridor 1F during the hours 
when non-Agency personnel rmhay be going to or from the North Cafeteria or the 
Rendezvous Room, These hours are from 1045 to 1430 and 1715 to 2000 on 
normal workdays and from 0845\to 1200 on Saturdays. 


2. Admission to the North and South Cafeterias and the Rendezvous 
Room is on the following basis: 


a. The South Cafeteria is restricted to badged Agency 
employees; persons such as liaison representatives of other 
U.S. agencies and consultatory p&rsonnel who have Type 2, 
Visitor-No-Escort, badges; and persons, such as GSA person- 
nel, guards, telephone company employees, typewriter repair- 
men and other service personnel, whd have Type 4 badges, 


b, The North Cafeteria and the Rendezvous Room are 
open, not only to the perso ove, but also to 
escorted visitors, includin 


prospective employees who are not yet cleardéd; wives or 
husbands accompanying spouses who are Agendy employees; 
and employees of the Fairbanks Highway Reseakch Station of 
the Bureau of Public Roads. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer\to the 
Deputy Director for 
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PUBLICATIONS DD/S ADMINISTRATIVE 
26 October 1972 INSTRUCTION No. 72-12 
\ a 
\ 


RESCISSIONS 


The following DD/S Administrative Instructions are hereby 
rescinded: 


b. 0-2, 26 March\964, "Supervisory Performance" 
c. 0-3, 26 March 64, "Certifying Officers and Cashiers" 
d. 0-4, 10 June 1964) "TDY Per Diem for Dependents" 
e, O-5, 10 June 1964, \"Representation Travel" 
f. 0-6, 12 June 1964, fficial Entertainment" 
g. 0-7, 16 March 1965, \'White House Referrals" 
h. 0-8, 21 September 1965, “Official Diaries of Lyman B. 
Kirkpatrick, Jr.\" 
i 0-9, 4 October 1965, "Alpproval Authorities" 
71-2, 9 November 1971, "Transportation During Snow 


Emergencies" 
STAT 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer to the 
Deputy Director for Support 
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OPERATIONS DD/S ADMINISTRATIVE 
1 November 1972 INSTRUCTION NO, 72-13 


INTELLIGENCE SUPPORT IN CRISIS SITUATIONS 


Rescission: DD/S Administrative Instruction No. 71-4, 28 December 1971 


1. This Administrative Instruction contains plans of the Support 
Directorate for implementation during crisis situations. 


2. Crisis Activation 


The activation of all or any portion of the plans contained herein will 
be accomplished upon instructions of the Deputy Director for Support, Noti- 
fication will be accomplished in accordance with the notification plan contained 
in Attachment 2 to this Instruction. The Executive Officer to the Deputy 
Director for Support is designated as the Senior DD/S Officer responsible for 
expediting Support Directorate support to the CIA Operations Center (OPSCEN). 


3. General 


Each Support Office Head is responsible for developing internal plans 
for the functioning of his office during crisis situations. These plans will 
include provisions for the following: 


a. Rosters of Senior Officials designated to serve on duty 
24 hours a day, 7 days a week in their respective offices. 


b. Sufficient numbers of qualified personnel to operate 
on a task force basis for temporary duty both domestically and 
overseas, All task force designees must be kept in a constant 
state of readiness for prompt departure, and this includes im- 
munizations, passports, and medical and security readiness. 
Office Heads are responsible for ascertaining that the indivi- 
duals selected by them have been cleared for TDY overseas. 


c. Upon activation, establishing liaison with the OPSCEN 
and the appropriate Area Division concerned. 


SECRET 
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d. The maintenance of a crisis telephone pattern for 
contacting both duty officers and task force designees after 
hours. 


4. Office of Personnel 
The Director of Personnel will: 


a. Assist in determining persons qualified either for 
TDY abroad or for temporary detail to National Military 
Command Center, State Operations Center, U. S. Military 
Forces or similar emergency assignments by maintaining a 
Qualifications Register from which lists of language and area 
specialists, communicators, intelligence generalists and 
others may be promptly prepared. 


b. Establish an emergency capability for insurance 
coverage on individuals traveling. 


c. Establish emergency processing service by the 
Central Processing Branch. 


d. Provide casualty services, if required. 


e. Accomplish all administrative arrangements for 
personnel detailed to or from other agencies, 


5. Office of Logistics 
The Director of Logistics will: 

Provide emergency logistical support including supplies, 
equipment, printing and graphic service, vehicles, food service, 
and motor pool service. 

6. Office of Finance 
The Director of Finance will: 
Provide emergency financial support, including that 


necessary for transferring, depositing and disbursing funds 
24 hours a day, 7 days a week, 


SECRET 


pote | (it) AOR ROTO OOO) 10-0) 


SECRET 


age 


+ Approved For Release 2006/11/22 : CIA-RDP90-00 /USRUUU TOUURUthee 


7. Office of Training 
ning 
The Director of Training will: 
ae re and keep current instructions for activating 
25X1 a reception center for the accommodation of 
employees and their dependents who may be evacuated from 
overseas areas, 
b, Provide any training support required, 
8. Office of Security 
a OCU LES 


The Director of Security will: 


Provide security support including general security duty, 
emergency security patrols, audio countermeasures, polygraph 
Support, physical security support, | 25X11 
support, 

9. Office of Medical Services 
ee eet viICeS 
é The Director of Medical Services will: 
Provide medical support, 
10. Office of Communications 
nications 
The Director of Communications will: 
a. Provide communications support, 
Prepare and keep current instructions for activating 25 
a reception center for the accommodation of employees 
and their dependents who may be evacuated from overseas areas, 


11, Attachments 1 and 2 to this Instruction will be reissued at least 
annually to assure the availability of current information on personnel, 25X11 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer to the 
@ Attachments: Deputy Director for Support 
= 1 - O/DDS Roster for Special Duty 
in Crisis Situations 
2 - DD/S Notification Plan -- 


Crisis Situations S F C RET 
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OPERATIONS AMENDED 
ri 3 November 1973 ATTACHMENT 1 TO 


DD/S ADMINISTRATIVE 
INSTRUCTION NO. 72-13 


6 


ROSTER FOR SPECIAL DUTY IN CRISIS SITUATIONS 
OFFICE OF THE DD/M&S 


Following is the roster of duty officers to man 

of the DD/M&S on a 24-hour basis if required and 
who should be ready for prompt departure on temporary duty 

in the United States or abroad: 


Name Office 


25xX1 


FOR THE DEPUTY 


25X11 


xecutive Officer 


25X1 


@ C-O-N-F-I-D-E-N-T-I-A-1 
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OPERATIONS . AMENDED 
14 NOVEMBER 1974 ATTACHMENT 1 TO 


DD/S ADMINISTRATIVE 
INSTRUCTION NO. 72-13 


ROSTER FOR SPECIAL DUTY IN CRISIS SITUATIONS 
OFFICE OF THE DD/A 


1. Following is the roster of duty officers to man 
the Office of the DD/A on a 24-hour basis if required and who 


should be ready for prompt departure on temporary duty in the 
United States or abroad: 


Name Office Home 


2. A new list of those who would man the DD/A Office 
will be prepared by the first duty officer responding to a 
crisis situation. The new list will take into consideration 


all employees of the Office and those who may be needed for 
temporary duty elsewhere. 


FOR THE DEPUTY DIRECTOR FOR ADMINISTRA 


Executive Officer to the 
Deputy Director for Administration 


CONFIDENTIAL 
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SECURITY \. DD/S ADMINISTRATIVE 
1 November eG INSTRUCTION NO. 72-14 


INSTRUCTIONS FOR DEPLOYING 
THEMINITIAL EMERGENCY RELOCATION FORCE 


25X' 


Rescission: DD/S Administrative Instruction No. 71-6, 28 December 1971 


1. For the guidance\of principals and alternates on the Initial Emergency 
Relocation Force Roster, the kurrent procedures for deploying the Force are set 
forth below. 


2. The Initial Emergency\Relocation Force may be deployed ies cd 


under any one of the following condi ons: 


a. Upon public announcement by the President directing 
the relocation of personnel of the\Executive Branch having essen- 
tial wartime functions, or 


b. Upon orders by the Directgr of Central Intelligence 
or by a Deputy Director speaking on his\behalf, or 


c. Upon the sounding by civil defexse authorities of the 
Attack Warning Signal, which consists of a 3X to 5 -minute 
wavering tone on outside public warning devicks or sirens, Or 
Short blasts on horns or other warning devices ithin buildings, 
or 


d. Upon receipt of notification of the declaration of 
Defense Readiness Condition (DEFCON) 1, or 


e. As soon after an actual enemy attack without\any 
warning signal as local authorities permit travel. 


3. When orders are issued under 2b above, the attached noWfication plan 
will be used, (See Attachment 1.) In the event that any individual to ke contacted 
cannot be located, it is the responsibility of each person in column 1 td\notify 
an appropriate alternate on the Initial Emergency Relocation Roster. 
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4, Advance parties of the Initial Emergency Relocation Force, in size 
up to 25 percent of its total strength, will be deployed to the emergency reloca- 
tion site Saas receipt of notification of the existence of DEFCON 2. 
The exact size and content of such advance parties will depend upon the situation 
at the time, 


5. The Head of each Office or Staff is responsible for establishing an 
expeditious means for notifying Emergency Force personnel of their respective 
components, for maintaining current rosters and transportation arrangements 
to the relocation site, and for designating an advance cadre of his Initial Emer- 
gency Relocation Force to move to the relocation center when directed by the 
Deputy Director for Support. In notifying members of the Initial Emergency 
Relocation Force by unprotected means of communication, the appropriate 
DEFCON term will be used (See Attachment 2), 


6. Each person in column 2 of the notification plan is responsible for 
notifying the appropriate person in column 1 of any change in his telephone 
numbers and for furnishing or obtaining his own private transportation, Al- 
ternates in the Office of the DD/S should report changés to the DD/S Senior 
Emergency Planning Officer. 


7. Attachment 1 to this Instruction will be reissued at least annually 
to assure the availability of current information on personnel, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


xecutive Officer to the 
Deputy Director for Support 


Attachments: 
1 - Emergency Notification Plan 
2 - DEFCON System 
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MANAGEMENT DD/S ADMINISTRATIVE 
I November 1972 INSTRUCTION NO, 72-15 
‘ DD/S REPORTING SYSTEM 


Rescission: DD/S Administrative Instruction No. 65-7, 18 May 1965 


1. <A reporting system is established to assure that the Deputy 
Director for Support is aware of important activities taking place in the 
Support Directorate. Rach Support Office will submit a weekly report to 
the Office of the DD/S by 3:00 p.m. on the day indicated below: 


Monday Office of Personnel 
Office of Security 


Tuesday Office of Communications 
Office of Logistics 


Wednesday Office of Medical Services 
Thursday Office of Training 
Friday ice of Finance 


Such reports will cover significant activiti of the previous week, They 
should be brief and concise, but should inclige all key points. Negative 
reports are required. 


2. From time to time urgent items or these valuable because of 
their timeliness will occur during the week, These should be passed to the 
Office of the DD/S either by telephone or short memrandum as they occur. 
Such items should be included in the following weekly port. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer to {he 
Deputy Director for Support 
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PERSONNEL DD/S ADMINISTRATIVE 
19 January 1973 INSTRUCTION NO, 73-1 


x ADMINISTRATIVE - INTERNAL USE ONLY 


Rescission\ DD/S Administrative Instruction No. 65-2 


a 


FITNESS REPORTS ON SENIOR OFFICERS . 


1. The Deputy Direstor for Support would like to review fitness 
reports on certain key officials of the Support Directorate. He will be 
the reviewing official on all Office Deputies, both general and functional. 
He will review any other fitness\peport when requested to do so by the 
appropriate Office Director. Fitrkess reports on all supergrade personnel 
and all personnel assigned to superrade slots will be forwarded to the 
Deputy Director for Support whether ‘er not he is to be the reviewing 
official. In any case when not the reviewing official the Deputy Director 
for Support will at his discretion act as second reviewer. 


2. The Office of the Deputy Directory for Support will retain one 
copy of fitness reports on members of the Support Career Service only. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer to\the 
Deputy Director for Support 
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PERSONNEL \ DD/S ADMINISTRATIVE 
14 February 1973 ‘ INSTRUCTION NO, 73-2 


PROCEDURES FOR SUPPORT DIRECTORATE 
CERTIFICATE OF MERIT RECOMMENDATIONS 


Reference: [ 


1, Background 


Authority for the granting of Certificates of Merit to Support Directorate 
Careerists has been delegated to\the Deputy Director for Support. Under 
the new procedure, Certificate of\Merit recommendations will no longer 
be submitted to the Honor and Merit Award Board (HMAB) and the Director 
of Central Intelligence for approval, Recommendations for other honor or 
merit awards will continue to be pracessed through the HMAB STAT 


2. Policy 


The Deputy Director for Support encourages submission of Certificate 
of Merit recommendations for appropriate acts of merit or superior perform - 
ance, Recommendations will be approved where sufficient justification is 
presented by the originating office. 


3. Procedures 


The complete Directorate procedure \by which an award of the Certificate 
of Merit may be recommended, approved and processed is described below: 


a. Originating Officer 


Prepares and forwards a recommendation in three copies 
to the Deputy Director for Support us\{ng Form 600. The 
recommendation should be signed by the Head of the Career 
Service and bear the concurrence, if appropriate, of other 
components involved, Attachments to the recommendation 
should include: 


Biographic profile (updated) 
Fitness Reports (most recent plus one covering 
period of award - if for a special act) 
Proposed Citation 
Presentation Briefing Notes (Format Attached) 


\ 


4 
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& b. DD/S Awards Review Officer 


Reviews and forwards the recommendation to DD /S for 
approval, 


c. Deputy Director for Support 


Reviews recommendation and approves or disapproves, 
Returns to DD/S Awards Review Officer, 


d. DD/S Awards Review Officer 


Documents and records action taken, 
Forwards all copies to HMAB Recorder, 


e. HMAB Recorder 


Retains copy of record for HMAB, 
Forwards two copies to ES/HMAB for records, 


f, Executive Secretary /HMAB 


oe Forwards one copy of recommendation to Office of Security 
and Central Cover Staff. 


g. Director of Security and Chief, Central Cover Staff 


Reviews Cover and Security considerations, 
Prepares Security letter and returns to HMAB Recorder, 


h, HMAB Recorder 
Forwards Security memorandum with cover letter to 
Originating Office thru DD/S Awards Review Officer 
with copies to ES/HMAB and to Official Personnel Folder. 


Prepares Citation and Certificate and forwards to 
Executive Secretary /HMAB,. 


SOc 
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Executive Secretary /HMAB 

Arranges ceremony (Citation, photos, and guests), 
Forwards recommendation, biographic data, and 
background notes to the official who will present 


the award, 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer to the 
Deputy Director for Support 


Attachment 
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Suggested Format for Background Briefing Notes 
for the Presentation of an Agency Award 


NOTES FOR PRESENTATION OF AWARD 


Background notes are to be prepared and forwarded with Award recommendation 
materials. These notes will be provided to the presenter of the award to draw 
upon for his presentation. They should be developed into a comprehensive 
briefing document which will present highlight biographic data and develop 
information on points such as those desc ribed below. An updated biographic 
profile should be attached to complement the highlight material in the 

briefing notes. 


Previous Awards and Commendations 
Overseas Service 


(Include information about tours of particular significance. 
Some aspects of overseas tours may be good points to high- 
light as anecdotes. ) 


Principal Headquarters Service 


(Include information about special assignments and 
accomplishments. ) 


Family 


(This information will provide the presenter with some personal 
understanding of the awardee and may include but need not be 
limited to such information about the family as: spouse's nick- 
name, outside interests, activities and accomplishments; and 
children's names, ages, current activities, schools, studies, 
employment and accomplishments. ) 


Plans for the Future 


(Anticipated assignments, retirement activities, second 
careers, etc. ) 


ADMINISTRATIVE - INTERNAL USE ONLY 


Approved For Release 2006/11/22 : CIA-RDP90-00708R000100080010-0 
_* ADMINISTRATIVE - INTERNAL USE ONLY 


® ied 


Hobbies and Interests. 


(If possible list achievements in the awardee's favorite and 
current activities. ) 


Anecdotal Material 


(Depending upon the sobriety of the presentation, the notes 
should include appropriate personalizing information about 
the presentee. This material should, if possible, tie the 
awardee and the presenter together by activity, common 
involvement, etc. This information should be most fully 
developed when the award is intended to honor a career of 
meritorious service. ) 
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CORRESRONDENCE DD/S ADMINISTRATIVE 
23 Februaky 1973 INSTRUCTION NO, 73-3 


a problem with paper trangiting the Office enroute to another Directorate or 
Component. If a change is desired in a memorandum, or if a mistake needs 
to be corrected and the type Style of the paper received differs from the type 
styles of available typewriters\in the O/DDS, then: (a) the paper must be sent 
back to the originating office fok retyping; or (b) the whole paper is retyped 
within the O/DDS. This process\s dysfunctional to the need for a more rapid 
movement of correspondence, 


2. Therefore, effective 2 April 1973, all typewritten memoranda and 
other correspondence, as described abve, will be typed in the type style - 
DELEGATE CODE 070 - prepared on an YBM Selectric typewriter in the 10 
pitch mode, 


3. A minimum number of typewriters\should be in place in Support 
components by the prescribed date, To minimie replacement costs, use 
available IBM Selectric I typewriters where possible. The Office of Logistics STAT 
has a supply of Selectric II's vailable for immediate 
issue. 


FOR THE DEPUTY DIRECTOR FOR SUPPORT: 


Executive Officer to the 
Deputy Director for Suppart 
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MANAGEMENT DD/M&S ADMINISTRATIVE 
11 April 197 INSTRUCTION NO. 73-4 


ya 
DD/M&S REPORTING SYSTEM Y 


Rescission: DD/S \dministrative Instruction No. 72-15, 
dated\l November 1972 


1. A reporting\system is established to ensure that the 
Deputy Director for Management and Services is aware of important 
activities taking plate in the Directorate. Each Office will sub- 
mit a weekly report (s\ingle-spaced) to the Office of the DD/M&S by 
1:00 p.m. on Fridays (1:00 p.m. on Thursday when Friday is a holi- 
day) covering the week \ending Friday a.m. Such reports will de- 
scribe significant actiVities occurring since submission of the 
preceding weekly report They will also identify matters of pos- 
sible interest to the DDYM&S expected to develop during the forth- 
coming week. 


2. The format for each report is left to the judgment of 
the respective Office Direftor, but should reflect his personal 
& attention to the selection \and description of the subjects in- 
cluded. While the reports ‘hould be brief and concise, they 
should also be complete so at further clarification for the 
DD/M&S will seldom be necessary. Negative reports are required. 


3. From time to time urgent items or those valuable because 
of their timeliness will occur\during the week. These should be 
mentioned to the DD/M&S in his horning meeting, by telephone or 
by a brief memorandum as they ockur. Such items should be in- 
cluded in the following weekly report. 


FOR THE DEPUTY DIRECTOR FOR NAGEMENT AND SERVICES: 
STAT 


Executive Officer to the 
Depu Director 
for Management and Services 


aan 
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\ 
% 
\ , 
NEW FORMAT OF MEMORANDA FOR APPROVAL OF THE fo 
DCI\ DDCI, AND EXECUTIVE SECRETARY, ¥ 


CIA MANAGEMENT COMMITTEE 


1. The Executive Secretary, CIA Management Committee 
has established a yew format for memoranda sent to the 
DCI, DDCI, or Executive Secretary, CIA Management Committee 
for approval. <A co of the new format is attached and 
is to be used for alk such memoranda. It is expected 
that the new format will simplify papers sent to the Office 
of the Director and thus reduce verbiage considerably. 


2. Any memorandum yr document sent to the Management 
Committee for review or agtion is distributed to other 
interested members and components. Sufficient copies 
for such distribution should be forwarded with your 
memorandum. 


3. Memoranda addressed ty the DD/M&S should also 
@ follow the new format. 


FOR THE DEPUTY DIRECTOR FOR NANAGE AND SERVICES: STAT 


Executive Offixer to the 
Deputy Director 
for Management an Services 


Attachment 
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SAMPLE FORMAT 


MEMORANDUM FOR: Director of Central neers 


VIA od _ F cae ‘Dinceree of Central Intelligence, 
oS Executive Secretary, ‘CIA een 
Committee, -or both) 


FROM. A, *2 9. ees Appropriate) _ 


.SUBJECT - J ot: (As Appropriate) : 


1 


4, Action Requested: Summarize in a few sentences what it is 


‘you wish the addressee to do, i.e., approve a continuing contract, re- 


tirement Gee mar Plgee to an alien, etc. 


. Ze. Basie Data or Background: Saieneetes the essential, éloments aa 


_of er enrrer ss alam to cee action. 


3. Staff Bes iewas Indicate the approval or position of the Office | 


or Division in your chain of command. Leave a few lines for entry of | 


‘senior staff comment, i.e., OGC, OLC, IG, D/PPB, D/DCI/IC, etc. — 


4. Recommendation: (Self-explanatory) 


(Naine) | 
Deputy Director for (Directorate) 


APPROVED: 


. DISAPPROVED: 


BT PO) AOS R000 1000800 10-0 


STAT 


STAT 


Approved For Release 2006/11/22 : CIA-RDP90-00708R000100080940-0 2” 


bs 

oP 
Ah (6-20 
Ate (9p PAE IE 


ADMINISTRATIVE - INTERNAL USE ONLY 


PERSONNEL DD/M&S ADMINISTRATIVE 
26 April 197 INSTRUCTION NO. 73-6 


30 APR 1973 


ELEGATION OF AUTHORITY 
RETURN RRIOR TO END OF TOUR OF DUTY 


Reference: | | 


The Special Support A&Ssistant to the Deputy Director for 
Management and Services is h reby delegated the authority to 
approve the return of an individual before he completes his 


tour of duty abroad, subject to ‘he limitations specified in 


[ (as revised 19 October 1871). 


STAT 


Management an Services 
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sd TRAVEL ‘ DD/M&S ADMINISTRATIVE 
9 May 1973 \ INSTRUCTION NO. 73-7 


Rescissions: DD/S Administrative Instruction No. 72-10, 
dtd Oct 72 
Multiple. adse memo dtd 27 Sep 57 fr DD/S, 
same subj 


1. The requirement Yr semi-annual schedules of proposed 
foreign TDY travel prescribed in the 1957 DD/S memorandum noted 
above is hereby canceled. e Deputy Director for Operations 
will continue to monitor and koncur in TDY foreign travel through 
the present system whereby the\SSA-DD/M&S processes individual 
travel orders for Directorate members. Where circumstances permit, 
travel proposals should be submitted to the SSA-DD/M&S at least 
60 days prior to requested time o departure. 


oa 2. Because senior members of the Directorate are able to 
make only a limited number of TDY visits to overseas installa- 
tions each year, an informal procedu has been devised to aid 
in extending the value that can be reAlized from each such trip. 
Under the procedure (a) special briefings will be arranged for the 
senior officers to acquaint them with M activities at the stations 
and bases to be visited, and (b) senior ficers will be expected to 
receive comments and observations from th Chiefs of Station on any 
aspect of M&S interests and upon their ret&rn to Headquarters to 
report such comments, problems, and observations to the appropriate 
M&S offices for their attention or action. enior officers will not 
take definitive action in areas outside their\ specialties. 


3. The SSA-DD/M&S will continue to act a Authorizing Official 
on foreign TDY travel of personnel of the M&S Offices and Staff. 


FOR THE DEPUTY DIRECTOR FOR MANAGEMENT AND SERVICES: 
STAT 


Executive Officer 
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LOGISTICS \ DD/M&S ADMINISTRATIVE 
10 May 1973 \ INSTRUCTION NO. 73 - 8 
APPROYAL AND JUSTIFICATION FOR REQUESTING VY 


SAFES AND FILE EQUIPMENT 


\ 


1, Effective 8 May 19¥3, the Deputy Director for Management and Services 
delegated to the Special Assistant for Information Control (SAIC) authority to 
approve all requests for safe*keeping equipment. Accordingly, all such requests, 
with justification, will be forwayded to the Office of Logistics through the SAIC. 


2. Also, effective the same date, the SAIC is responsible for performing 
the necessary senior level review ofall requests for file equipment. Additionally, 
he will approve requests for this equiyment. Requests for file equipment should 
be routed as follows: 


a. Special Assistant for Information Control 


2E42 — 
b. Chief, Logistics Services Division, OL 


3E30. Headquarters 


3. To reduce the requirement for additional equipment, special attention should STAT 


be given to transferring records 
FOR THE DEPUTY DIRECTOR FOR MANAGE 
STAT 


Executive Officer to the 
Deputy Dirgctor 
for Management and Services 
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ORGANIZATION 
11 May 1973 


DD/M&S ADMINISTRATIVE 
INSTRUCTION NO. 73-9 


y 
TERMINATION OF\SUPPORT SERVICES HISTORICAL BOARD “ 


Effective immediately th Support Services Historical Board is 


terminated. This body no longer s 


will be related to events Agency -wide in 


Historical Staff, DD/M&S, will continue to be the Management and Services 
Historical Officer. The Executive Officer, DD &S is responsible for con- 


ducting pre-publication review of the remaining un\t histories, 


Deputy Diréctor 
for Management and Services 
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PROCEDURES FOR MANAGEMENT AND SERVICES DIRECTORATE if 
HONQR AND MERIT AWARD RECOMMENDATIONS ; 


Rescission: DD/S ministrative Instruction No. 73-2, 
dated M4 February 1973 


Reference 


1: Background 


Authority to approve Certificates of Distinction and 
Certificates of Merit for nagement and Services Directorate 
careerists has been delegatdd to the Deputy Director for 
Management and Services. Th Honor and Merit Awards Board 
Will review Certificate of Di§$tinction recommendations to 
ensure uniformity in usage for\this level of award. Certif- 
icate of Merit recommendations ill not be reviewed by the 
Honor and Merit Awards Board. ecommendations for Other 


2. Policy 


Single act of merit or sustained Superio performance of duty 
Or courageous performance under hazardou Conditions is appro- 
priate. Recommendations Will be approved \where sufficient 
justification is presented by the originating office. 
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a. Originating Officer 


Prepares and forwards a recommendation in three 
copies to the Deputy Director for Management 

and Services using Form 600. The recommendation 
should be signed by the Head of the Career Service 
and bear the concurrence, if appropriate, of other 
components involved. Attachments to the recom- 
mendation should include: 


Biographic profile (updated) 

Fitness Reports (most recent plus one 
covering period of award if for 
a special act) 

Proposed Citation 

Presentation Briefing Notes (format attached) 


b. DD/M&S Awards Review Officer 


Reviews and forwards the recommendation to DD/M&S 
for approval. 


c. Deputy Director for Management and Services 


Reviews recommendation and approves or disapproves. 
Returns to DD/M§&S Awards Review Officer. 


d. DD/M&S Awards Review Officer 


(1) Certificate of Merit 


Documents and records action taken. 
Forwards all copies to HMAB Recorder. 


(2) Certificate of Distinction 
Documents and records action taken. 


Forwards all copies to Executive Secretary, 
HMAB for review of action taken. 


e. HMAB Recorder 


Apnoroved 


(1) Certificate of Merit 


Retains copy of record for HMAB. 
Forwards two copies to ES/HMAB for records. 
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f. Executive Secretary/HMAB 
(1) Certificate of Merit 


Forwards one copy of recommendation to 
Office of Security and Central Cover Staff. 


(2) Certificate of Distinction 


Submits recommendation for HMAB concurrence 
review. 

Forwards record copy to HMAB Recorder. 
Retains copy for ES/HMAB. 

Forwards one copy of recommendation to 
Office of Security and Central Cover Staff. 


g. Director of Security and Chief, Central Cover Staff 


Review cover and security considerations. 
Prepares security letter and returns to HMAB 
Recorder. 


h. HMAB Recorder 


Forwards security memorandum with cover letter 

to Originating Office through DD/M&S Awards Review 
Officer with copies to ES/HMAB and to Official 
Personnel Folder. 

Prepares Citation and Certificate and forwards 

to Executive Secretary/HMAB. 


i. Executive Secretary/HMAB 


Arranges ceremony (Citation, photos and guests). 
Forwards recommendation, biographic data and 
background notes to the official who will present 
the award. 


These procedures also may be followed for submission of other 
honor or merit award recommendations to the HMAB. The only 
difference in the procedures is the level of approval required 


for granting the award. 
STAT 


FOR THE DEPUTY DIRECTOR FOR MANAGEMENT ,AND_S ES: 


Executive Officer to the 
Deputy Director 
for Management and Services 


Attachment 
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Suggested Format for Background Briefing Notes 
for the Presentation of an Agency Award 
NOTES FOR PRESENTATION OF AWARD 


Background notes are to be prepared and forwarded with Award 
recommendation materials. Those notes will be provided to 
the presenter of the award to draw upon for his presentation. 
They should be developed into a comprehensive briefing docu- 
ment which will present highlight biographic data and develop 
information on points such as those described below. An 
updated biographic profile should be attached to complement 
the highlight material in the briefing notes. 


Previous Awards and Commendations 
Overseas Service 


(Include information about tours of particular 
significance. Some aspects of overseas tours 
may be good points to highlight as anecdotes.) 


Principal Headquarters Service 


(Include information about special assignments 
and accomplishments.) 


Family 


(This information will provide the presenter with 
some personal understanding of the awardee and may 
include but need not be limited to such information 
about the family as: spouse's nickname, outside 
interests, activities and accomplishments; and 
children's names, ages, current activities, schools, 
studies, employment and accomplishments. ) 


Plans for the Future 


(Anticipated assignments, retirement activities, 
second careers, etc.) 
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Hobbies and Interests 


(If possible, list achievements in the awardee's 
favorite and current activities.) 


Anecdotal Material 


(Depending upon the sobriety of the presentation, the 
notes should include appropriate personalizing infor- 
mation about the presentee. This material should, if 
possible, tie the awardee and the presenter together 

by activity, common involvement, etc. This information 
should be most fully developed when the award is intended 
to honor a career of meritorious service.) 
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DD/M&S ADMINISTRATIVE 
INSTRUCTION NO. 73-11 


15 JUN 1973 


Ib, tees ORGANIZATION 
/ 


y 


/ 


ESTABLISHMENT OF MANAGEMENT AND SERVICES 
ADVISORY GROUP 


1. Effective\2 July 1973, there is established the 
Management and Services Advisory Group (MSAG). The purpose 
of MSAG is to identlify and study issues and problems affect- 
ing plans, programs\and actions of the Management and 
Services Directoratd@ and to make recommendations to the 
DD/M&S on those prob\lems studied thereby providing a forum 
for continuing dialogue between senior management and 
employees of this Directorate. While most of MSAG's efforts 
are self-generated, management-related suggestions from any 
employee in the Directorate are welcomed. 


2. MSAG has no farmal production responsibility, nor 

Los is it intended to replace existing formal command channels. 

a Further, MSAG is not the appropriate body to hear specific 
personal grievances sinde there are grievance procedures 
already available. Rather, MSAG seeks to improve the 
efficiency of the Directgrate and to improve the overall 
environment in which the \employee works. To accomplish 
this, it may call on any employee in the Directorate to 
provide information or guidance. 


3. MSAG is composed of ten officers, one from each 
of the functional offices d one from the Support Career 
Service. Members are selected generally from the age group 
30 to 45 and from grades GS4{11 through GS-14. The tour of 
participation is for one yea\lr, with one-half of those ini- 
tially selected serving for $ix months. The Group selects 
its chairman and co-chairman, who serve for three-month 
terms. The co-chairman presides in the absence of the 
chairman and maintains a currént working file on Group 
activities. Administrative a clerical support is pro- 
vided by the DD/M&S Executive Office. The Group meets at 
least once each month, preferalWly during non-duty hours. 
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4. Nominees for participation in MSAG should be 
forwarded to the DD/M&S no later than 20 June 1973. A 
brief narrative statement about the nominee's qualifica- 
tions, an updated biographic profile and a recent photo- 
graph of the employee should be included when making the 
nomination. Only one nomination from each office is 
required. Nominees for an initial term of six months 
beginning 2 July 1973 are to be made by the Offices of 
Communications, Finance, Logistics, Medical Services and 
Personnel. These offices will submit replacement nomina- 
tions by 15 December 1973 and each year thereafter. The 
Offices of Security, Training, Joint Computer Support, 
Planning, Programming and Budgeting and the Support Career 
Service will make nominations for one year beginning 2 July 
1973. These components will submit replacement nominations 
by 15 June each year thereafter. 

STA 


& AROLD L. BROWNMAN 
Deputy Director 
for 
Management and Services 
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19 June 1973 INSTRUCTION NO. 73-12 
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ee AND SERVICES CAREER BOARD 


1. To foster and\ encourage Directorate-wide development of 
senior personnel, beginning 1 July, the Management and Services 
Career Board (comprised\of the Heads of the Directorate Offices 
and chaired by the ADD/M§S) will be responsible for career 
matters for all M&S careérists grade GS-16 and above. Particu- 
lar emphasis will be giveh to training and inter-Service assign- 
ments, as well as promotion rankings. While the primary purpose 
of this change is the development of broad-gauged managers, full 
consideration will be given\to the development and advancement 
of non-managerial specialists. 


2. The Board will also heview and approve all changes of 
assignment of GS-15 members of\the respective component Career 
Services and all recommendations for promotion to grade GS-15. 
While the Board will not be responsible for the internal career 
development practices of the respective Services, it is to be 
expected that the development of griteria for promotion to 
grades GS-15 and GS-16 will provid& general guidance for the 
Services headed by the Board members. 


27] 


STAT 


HAROBRD L. BROWNMAN 
Deputy Director 
for 
Management\and Services 
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vA 
DBLEGATION OF AUTHORITY 
TDY R DIEM FOR DEPENDENTS 


The Special Support Assigtant to the Deputy Director for Management 
and Services is hereby delegated\the authority to approve TDY per diem 


for dependents for this Directoratd, 


STA 


HAROLD L, BROWNMAN 
Deputy Director 
for 
Management and Services 
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ORGANIZATION DD/M&S ADMINISTRATIVE 
21 June 1973 INSTRUCTION NO. 73-14 


CTIONS OF THE EXECUTIVE OFFICER V 


1. For the pudpose of improving overall efficiency and 
operating effectiveness\of the Office of the Deputy Director for 
Management and Services,\effective 1 July 1973 the staff chiefs 
identified below will repkrt to me and the ADD/M§&S through the 
Executive Officer. I plan\to make greater use of the Executive 
Officer in managing, in my behalf, the activities of the staff 
and many routine matters of she Directorate. 


2. The delegations of aythority I have vested in members 
of my staff remain unchanged. 


3. The revised organizational chart for the Office of 
the Deputy Director for Management and Services is: 


Deputy Director for Managsment and Services 


Associate Deputy Director 
for 
Management and Servikes 


Executive Officer 


lf y 
Regulations Plans _ Special Carder DDM&S 
Control Staff Support Managernent Registry 
Branch Assistant Office 


HAROLD L. BROWNWAN 
Deputy Directo 
for 
Management and Servides 
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ORGANIZATION DD/M&S ADMINISTRATIVE 
22 June 1973 INSTRUCTION NO. 73-15 


STAFF MEETINGS 


1. Effective 2 July 1973 the daily DD/M&S staff meeting will 
begin at 0840 hours in the Conference Room, 7D 34, Headquarters. 


2. In addition to the /M&S and EO-DD/M&S, each M&S Office 
Director or his Deputy will regularly be present at these meetings. 
Other Directorate officers will be asked to attend when matters of 
particular interest to them are scheduled for discussion. 


HAROLD L. BROWNMAN 
Deputy Director 
for 
Management and Services 
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PERSO DD/M&S ADMINISTRATIVE 
28 June 1973 INSTRUCTION NO. 73-16 


ORGANIZATION OF THE MANAGEMENT AND SERVICES CAREER BOARD, 
ESTABLISHMENT OF DEPUTY DIRECTOR'S PANEL AND 
REORGANIZATION OF STAFF OPERATIONS PANEL FOR THE MG CAREER SERVICE 


Rescission: DD/S inistrative Instruction No. 72-4 


1. Background 


As a result of the restructuring of certain career service 
functions in the Managément and Services Directorate, the Deputy 
Director for Management\and Services hereby recognizes the M&S 
Career Service system and the MG Career Service as set forth below. 


2. Management and Servicés Career Board 


The Management and Services Career Board is hereby reconstituted. 
g Ate ry 


Membership will be as follows: 


Chairman The Associate Deputy Director 
for Management and Services (ADD/M&S) 


Voting Members The Directors of the Offices of 
Communications, Finance, Logistics, 
Medical Services, Personnel, Security, 
Training, Joint Computer ‘Support and 
lanning, Programming and Budgeting 
-\with their respective Deputies as 


Executive Secretary The\Career Management Officer (CMO) 
for the M&S Career Service. 


The Management and Services Career Board will: 


a. consider and make recommendations to the Deputy 
Director for Management and Services\on policy and major 
procedural matters as they may affect\the M§S Directorate 
Career Services; 


b. evaluate competitively all M&S Directorate 
Careerists for promotion to (or at) the supergrade 
level and review Directorate recommendations for all 
promotions of GS-14's and 5's: 


C. review and make recommendations to the Deputy 
Director for Management and Services regarding reassign- 
ments and nominations of the several career services 
for the Senior Schools, Executive Development Programs, 
and full-time, professional training for GS-15 and 
Supergrade personnel; 


d. perform other personnel management functions 
as directed by the Deputy Director for Management and 
Services. 


3. Deputy Director's Panel 


The Deputy Director's Panel will be composed of the Associate 
Deputy Director for Management and Services (Chairman), the Special 
Support Assistant to the DD/M&S, the Executive Officer to the DD/M&S, 
the Career Management Officer for the M&S Career Service, and two 
appointees of supergrade rank who were previous members of the 
Career Service. The term of office of these latter two members 
will be generally limited to an 18-month period. Appointments to 
the Panel will be purposely staggered to provide for continuity. 


The Deputy Director's Panel will: 


a. continuously review all requirements for MG 
Career Service Officers at the GS-15 level and make 
assignment recommendations as appropriate; 


b. review and take action on requests for exten- 
sions of tour and second tours, conversions to career 
employee status, requests or nominations for training, 
and other personnel matters concerning MG careerists 
at the GS-15 level; 


Cc. perform a competitive evaluation of all MG 
careerists for promotion to the supergrade level for 
review by the Management and Services Career Board; 


d. perform other personnel management functions 
as directed by the Deputy Director for Management and 
Services. 


SECRET 
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4. Staff Operations Panel 


The Staff Operations Panel will ensure that the Deputy Director 
for Management and Services may have the benefit of the advice and 
counsel of senior M§S Officers who are knowledgeable of position 
requirements, the inevitable diversity in career patterns and the 
qualifications of MG careerists. The Staff Operations Panel will 
be composed of a Chairman who will be the Career Management Officer 
(CMO) for the MG Career Service, the Assistant Career Management Officer 
who will serve as Executive Secretary to the Panel, and five senior 
officers (GS-15 or above) who collectively have a wide range of Agency 
experience and prior membership in the Career Service. Excepting the 
permanent status of both the Chairman and the Executive Secretary, who 
will both serve at the pleasure of the DD/M§S, membership on the Staff 
Operations Panel will be generally limited to an 18-month period. 
Appointments to the Panel will be purposely staggered to provide for 
a degree of continuity in its deliberations. 


The Staff Operations Panel will: 


a. consider and make recommendations to the Deputy 
Director for Management and Services on policy and major 
procedural matters as they may affect MG careerists at the 
GS-14 level and below; 


b. continuously review all requirements for MG officers 
at the GS-14 level and below and make recommendations regarding 
the assignments of available MG careerists to the Deputy Director 
for Management and Services; ; 


c. perform competitive evaluations of all MG careerists 
for promotion up to and including the GS-15 level and make 
appropriate recommendations to the Deputy Director for 
Management and Services; 


d. recommend to the Deputy Director's Panel all 
outstanding MG careerists in grades GS-14 and below who, 
in the judgment of the Staff Operations Panel, should be 
assigned to positions at the GS-15 level; 


e. review and make recommendations to the Deputy 
Director for Management and Services on requests for 
extensions of tour and second tours, transfers to the 
MG career service, conversions to career employee status, 
requests and nominations for full-time professional train- 
ing, and other personnel matters concerning MG careerists 
in grades GS-14 and below; 
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f. perform other personnel management functions 
as directed by the Deputy Director for Management and 
Services. 


The Chairman of the Staff Operations Panel will select subpanels 
to assist in any specific reviews or career planning activities which 
may be assigned by the Deputy Director for Management and Services, or 
which his Panel may wish to undertake. 


S. Procedures 


The deliberations of the Staff Operations Panel, the Deputy 
Director's Panel and the Management and Services Career Board will 
be recorded in the form of Minutes by the Executive Secretary. 


6. Membership 


The attachment to this Administrative Instruction sets forth 
the appointed membership of the Deputy Director's and Staff Operations 
Panels and the expiration date of the appointments. 


HAROLD L. BROWNMAN 
Deputy Director 
for 
Management and Services 


Attachment 
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PERSONNEL ATTACHMENT TO 
28 June 1973 DD/M&S ADMINISTRATIVE 
INSTRUCTION NO. 73-16 


Members of Deputy Director's Panel Expiration of Appointment 
1. Robert S. Wattles, ADD/M&S, Chairman Indefinite 
25X12 EO-DD/M§S Indefinite 
3. SSA-DD/M&S Indefinite 
4. 31 December 1973 
5. 31 December 1974 
6 CMO-DD/M§S, Indefinite 


Executive Secretary 


Members of Staff Operations Panel : Expiration of Appointment 


1 -DD/M&S, Chairman Indefinite 

2 31 March 1974 
25x11 3. 31 December 1975 
4. 31 December 1973 
5s 30 June 1974 
6 31 December 1975 
7. Assistant . GS, Executive Secretary Indefinite 
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MANAGEMEN\ DD/M&S ADMINISTRATIVE 
13 July 1973 INSTRUCTION NO. 73-17 


MANAGEMENT AND SERVICES DIRECTORATE A 
PROGRAM AND PERFORMANCE EVALUATION SYSTEM 


1. Performance evaluation is a key element of the Agency 
management system Last February the Management Committee ap- 
proved a memorandun submitted by the Executive Secretary which 
said, "Evaluation systems....must be established within the 
Directorates to measyre the degree of accomplishment of the 
Director's and Deputy\Directors' objectives. These evaluation 
systems will provide for systematic evaluation by line managers 
of the effectiveness of\ their programs, plus independent review 
at the Deputy Director apd Director level. These evaluation 
Systems must be translatable into comparative indicators of 
achievement or non-achievament of objectives...." In January 
1973, the Executive Directhr-Comptroller issued a paper under Y 
the title, "Evaluation Syst&ms", which said in part: "A funda- 
mental principle is unit sel¥-evaluation, conjoint with external 
review at next higher management level. Evaluation, as part of 
line management responsibility, should be useful and valuable to 
the line manager - Branch, Off ce, Directorate. If it is not, 
then the system has been poorly designed. In this concept, each 
component is required to compare\its own performance and progress 
with its own objectives, and make\its own evaluations. Progress 
reports and/or briefings reflecting achievement and shortfall 
with respect to objectives are prepared in sufficient factual 
detail that, when combined with additional information acquired 
by or available to the next higher rdview body, the latter is 
then able to arrive at an independent appraisal, either vali- 
dating or amending the unit self-evaluxtion. 


"Offices....are the first level for\ formal performance 
evaluation. Offices....will need to concern themselves with 7 
all three aspects of performance, effectiveness (outputs and 
their value to customers), product quality, and efficienc 
(productivity). Offices....will find it negessary to develop 
or improve internal reporting and review proxedures. 


".... Directorates will be expected to Astablish or 
improve Directorate level review bodies: 


"a. The Directorate review staff (i.d., the 


DD/M&S Plans Staff) will assemble, summarize and 
analyze data for the Deputy Director concerning 
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performance (degree and quality of achievement) 
with respect to Directorate and DCI objectives. 


"b. The Directorate staff will, in conjunction 
with Offices, establish the specifications and re- 
quirements for performance reporting and review from 
the Offices, in a fashion to display comparability 
of effectiveness against objectives. 


"c. The Directorate staff will be charged 
with the responsibility for analysis and for other 
research and development related to evaluation and 
measurement techniques, and with the introduction 
of new methods and techniques as are feasible and 
appropriate." 


2. Each Office Director in the Management and Services 
Directorate is expected to establish an internal evaluation 
and reporting system which will Satisfy his internal require- 
ments and responsibilities for monitoring and controlling 
progress toward the achievement of objectives in conformance 
with action plans. 


@ 3. The Management and Services Directorate evaluation 
System comprises three major elements: 


a. Bimonthly management conferences for oral 
reporting by Office Directors to the DD/M§S. 


b. Bimonthly written reports to be submitted J 
to the DD/M&S Plans Staff five (5) working days 
before the scheduled oral report by the Office 
Director. 


c. Periodic ad hoc inquiry, design and imple- / 
mentation of certain program impact evaluations, 
and review of progress and work plans by the DD/M&S 
Plans Staff in cooperation with the responsible 
planning elements in each Office. 


4. Bimonthly management reports and conferences are 
intended to enable the Office Director and the DD/M&S to: 


a. Review regularly the progress of the Office 
toward the achievement of its objectives. 


b. Determine whether the established objectives 
continue to be of high priority. 


@ 
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c. Identify areas where corrective action is 
or will be necessary to meet a milestone or achieve 
an objective; assign specific responsibility for 
carrying out the corrective action; and insure that 
such action is taken. 


d. Evaluate the performance of the people / 
responsible for the achievement of an objective 
in relation to meeting key milestones and achiev- 
ing objectives. 


e. Discuss in a non-crisis atmosphere all 
areas of management concern. For example, dis- 
cussion might center on the need for reallocation 
of manpower or dollar resources, reordering of 
priorities within the Office, program budget 
execution to date, productivity measurement and 
so forth. 


The most important result of these bimonthly management conferences 
is to identify and resolve management problems. Unless corrective 
action arises from them, we will have failed to use the M&S Evalu- 
ation System as an effective control system. In order to maintain 
the bimonthly conference schedule, the DD/M&S will meet each week 
with two or three Office Directors. 


5. Five working days before a management conference, the 
Office Director will submit to the Chief, DD/M&S Plans Staff: 


a. status reports on all objectives; 


b. a list of topics which the Office Director 
believes should be discussed; 


c. issues which relate to the accomplishment 
of operational objectives; 


d. a description of each issue and what decision, 
if any, is expected from the DD/M&S; and 


e. other items of special interest to the 
Office Director or the DD/M&S. 


After consultation with the DD/M§S, the Chief, Plans Staff will 
notify the Office Director of any substitute or additional topics 
the DD/M&S wishes to discuss. The revised list of topics will 
serve as the agenda for the management conference. After each 
conference, the Chief, Plans Staff will furnish a report on the 
conference to the DD/M&S and the participating Office Director. 
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6. Generally, the status reports will follow the format of 
the action plans. The format for reporting on the status of a- 
given objective should remain consistent throughout the year. 
Lengthy narratives are not desired. If a milestone is accom- 
plished on time and no problems are anticipated with future 
steps, a simple statement to that effect will suffice. [If a 
milestone has not been completed as scheduled, or future mile- 
stones are not likely to be completed as scheduled, the reasons 
for the shortfall should be stated briefly and a new date should 
be set. Progress toward the achievement of milestones and objec- 
tives will be rated on a four point scale, as follows: 


a. + - the activity is measurably exceeding 
planned performance levels; 


b. = - the activity or project is meeting 
planned performance levels; 


c. # - the activity or project is not meeting 
planned or anticipated performance levels due to 
reasons and factors (technological, operational, 
etc.) beyond the control of the Agency; 


d. # - the activity is not meeting planned 
performance levels for reasons over which Agency 
management has some control. 


Several sample formats suggesting the form and content of status 
reports are attached. 


7. If the Office Director considers the problems or reasons 
causing the shortfall to be of sufficient importance, he should 
include the objective/milestone on his list of topics to be dis- 
cussed with the DD/M&S during the management conference (i.e., 
see paragraph 5c and 5d above). It was mentioned earlier that 
the most important result of these bimonthly management conferences 
is to identify and resolve management problems. The management 
conference is designed to help Office Directors advance toward 
the achievement of their objectives. The management conference 
is also designed to be a forum for raising and discussing issues. 
Discussion of such issues should lead to joint action by the 
DD/M&S and the Office Director(s) to remove impediments to the 
achievement of approved objectives and resolution of problems 
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not tied to specific objectives. The DD/M&S will provide 
assistance in resolving intra-Directorate and inter-Directorate 
problems of a general nature and those impeding the achieve- 

ment of approved objectives. 

8. Significant substantive revisions or modifications of / 
objectives or action plans must be approved by the DD/M&S. 
Revisions to clarify the way an objective or milestone is 

stated without changing the substance, or to add more specific 
milestones without changing the overall timing, may be approved 
by the Office Director. If you should make such changes, please 
notify the DD/M&S Plans Staff. Occasionally budgetary changes, RA 
new legislation, or new OMB or Agency initiatives will require 
modification of Office objectives. In such cases, Office Direc- y 
tors should submit a new statement of objectives to the DD/M&S 

for approval to be added to the list of objectives for that 

Office or to be substituted for an existing objective of lesser 
importance. From time to time it may be necessary to revise an 
objective because the Office will not be able to achieve the 
original objective during the fiscal year. In such cases new 
objectives may be submitted to the DD/M&S for approval and, if 
approved, will be monitored for the remainder of the year. 

Office Directors will be held accountable for achievement of 

new objectives, but performance evaluations at ensuing report- 

ing periods will take into account slippages in the originally 
stated objective as well as the factors which caused the slippage 
and restatement of the objective. 


9, Annual performance evaluations will be incorporated in 
the Office's annual report in compliance with instructions issued 
annually. 


10. In addition to normal business, the bimonthly management 
conference to be held in December will focus on Deputy Director 
objectives for the next two fiscal years (e.g., FY 1975 and FY 
1976). During the February bimonthly management conference, de- 
tailed Office level objectives in support of DCI, Deputy Director 
and your own independent objectives should be presented for ap- 
proval. Action plans should accompany the statements of objectives. 
Action plans will be approved simultaneously with the objectives. 


11. Bimonthly management conferences will be held at 1330 
in the DD/M&S Conference Room. The schedule for the FY 1974 
conferences is as follows: 
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Office of Security - 


7 August 1973 February 1974 
2 October 1973 | April 1974 
4 December 1973 June 1974 


Office of Training - 


9 August 1973 7 February 1974 
4 October 1973 4 April 1974 
6 December 1973 6 June 1974 


Office of Medical Services - 


14 August 1973 12 February 1974 
9 October 1973 9 April 1974 
11 December 1973 11 June 1974 


Historical Staff - 


15 August 1973 February 1974 
10 October 1973 April 1974 
12 December 1973 June 1974 


Office of Personnel - 


16 August 1973 February 1974 
11 October 1973 April 1974 
13 December 1973 June 1974 


Office of Finance - 


21 August 1973 19 February 1974 
16 October 1973 16 April 1974 
18 December 1973 18 June 1974 


Special Assistant for Information Control 
22 August 1973 20 February 1974 


17 October 1973 17 April 1974 
19 December 1973 19 June 1974 


ADMINISTRATIVE - INTERNAL USE ONLY — 


A-FR 1D 9()-O00 /O8RO00 TO00800 10-0 


Approved Fo R | 2 re 
. or eee O22 | CU ATRL QB EBREY! 000800 10-0 


Office of Logistics - 


23 August 1973 21 February 1974 
18 October 1973 18 April 1974 
20 December 1973 20 June 1974 


Office of Communication| 


28 August 1973 26 February 1974 
23 October 1973 23 April 1974 
27 December 1973 25 June 1974 


Office of Planning, Programming and Budgeting - 


29 August 1973 27 February 1974 
24 October 1973 24 April 1974 
21 December 1973 26 June 1974 


Office of Joint Computer Support (includes MAP) - 


30 August 1973 28 February 1974 
25 October 1973 25 April 1974 
28 December 1973 27 June 1974 


HAROLD L. BR 
Deputy Director 
for 
Management and Services 


Atts. 
Sample Formats 


Distribution: 
Normal 
1- 
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The four exhibits in this attachment are suggested 
samples of ways to report on the status of action plans 
to support objectives. Should your Office prefer another 
way to provide the information displayed in the samples, 
you should feel free to use another format. The key 
point is to be consistent in the format you choose in 
reporting on a given action plan during the year. 


Call on the DD/M&S Plans Staff if you need more 
information or guidance in carrying out this Administrative 
Instruction. 
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OBJECTIVE : See Attached 
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7 June 1973 4 


STAT 


Mr. ownman via Mr. Wattles and 


We need to give some attention to performance evaluation and how you 
want to go about monitoring Directorate and Office level objectives. Do 
you want to try to keep track of all objectives that have been defined or 
just some of them? If we try to keep track of only some of them, which 
ones and how do we identify them? My present inclination is to say that 
we should try to keep track of all of them or as many as we possibly can, 
because for this first time around we are engaged in a learning experience 
and we may learn more quicker if we go at it on the broadest possible front. 
On the other hand, if we do go after the broad front, we may find that we 
have assumed a workload beyond the capacity of three people to handle. If 
I had to offer a recommendation now, I would say let's start out with the 
idea that we will monitor all objectives and pare them down after we have 
had enough experience to demonstrate what the actual work burden will be 
and to permit some assessment of the relative importance and priority of 
some number of select objectives which we would want to follow for the 
remainder of the fiscal year. 


We will need to know whether you want oral or written reports or 
some combination of oral and written, and with what frequency. Mr. Colby 
seems inclined to use the HEW system as the pattern. That system uses a 
combination of oral and written evaluations. In that system the manager 
plans to meet each week with one or more of his subordinates to discuss 
operational objectives. Following that schedule he meets at least once 
every two months with each subordinate. Topics for these conferences are 
primarily issues relating to the accomplishment of objectives, but other 
management concerns of special interest either to the manager or his 
subordinates may be included. Each item or issue to be discussed is:sub- 
mitted a week or two before the meeting accompanied by a description of 
the issue and what decision, if any, is expected. The status is reported 
in terms of the action plan for each objective. Status reports are sub- 
mitted a week to ten days before the management conference. Failure to 
complete a milestone is explained in a problem and variance analysis 
according to a prescribed format. 


Last January we circulated to the Office Directors a draft DD/M&S 
Administrative Instruction which proposed to modify the weekly activity 
report to include a section which would deal with progress toward accom- 
plishment of objectives. We suggested that the report be structured in 
such a way that every objective would be reported upon once a month. In 
addition, it was suggested that there be a separate bimonthly oral report 
by the Office Director to the DD/M&S. In commenting on this proposal, 
the Offices generally were opposed to adapting the weekly activity report 
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to include a section on progress toward achievement of objectives. Monthly 
reporting was considered to be too frequent. Four of the Offices agreed 
with the idea of a bimonthly oral report; three did not respond on that 
point; and one suggested a quarterly interval. 


I suggest that we develop an adaptation of the HEW system. If you 
agree, I will develop the schedule such that you will confer with each 
Office Director once every two months by seeing one or two of them each 
week. Written reports to be used as the basis for the conference agenda 
would be required five days before the scheduled conference. The Plans 
Staff will develop the agenda working with the Planning Officers in the 
Offices to highlight particular points of interest or issues which should 
be addressed. At least one member of the Plans Staff would attend each 
of the conferences and keep a record of the discussion. We will develop 
a format for the written reports which will permit reporting on most 
objectives to be accomplished by insertion of a word, phrase, or symbol 
to indicate the status. For the most part, narrative reporting would be 
required only where there is a problem, a milestone has not been met, an 
objective requires change, change in the resource allocation is required, 
or a particular action or decision is to be requested of the DD/M&S. 


If you consider this a reasonable approach I will proceed with the 
development of suitable instructions for issuance to the Office Directors. 
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PERSONNEL = DD/M&S ADMINISTRATIVE_ 
13 July 1973 INSTRUCTION NO. 73-18. 


FITNESS REPORTS FOR MEMBERS OF 
HE MG CAREER SERVICE 


1. TheMG career service, of which I am the head, has 
adopted a new competit\ive evaluation system for our profes- 
sional careerists through the GS-14 level. The objectives 
of this competitive evaluation system are to: 


a. provide each\officer with the standards upon 
which he will be competitively evaluated; 


b. identify qualified MG. careerists who merit 
advancement on the basis of their demonstrated per- 
formance and projected potential; 


c. counsel and motivate the individual MG ~ 
careerist by providing rehevant information on how 
he is performing in relatin to others in his grade; 


@ d. improve the long range effectiveness of the 


Management and Services Direttorate by identifying 
MG. careerists with executive\potential; and 


identify MG careeristd whose current per- 
formance signals the need for chunseling, training, 
reassignment, demotion or other ‘action including 
separation. 


2. Fitness reports. are an importayt_and integral part 
of the personnel management system in the MG’ career service. 
Rating officers and reviewing officials, \regardless of Direc- 
torate or Office, must rate the MG emploxee honestly and 
realistically, presenting a fair and documented evaluation 
of performance. All too often stock phras show up in the 
narrative portion of fitness reports. We f{nd that the in- 
formation we receive on MG officers is taillpred often ac- 
cording to standards prevalent for officers helonging to 
career services of the Office in which the M officer serves. 
Fitness report narratives which do not providd information 
required to aid in the evaluation of an MG cakeerist against 
other MG ‘careerists pose Significant problems \to the evalua- 
tion panels. The point being that the standards\of the DD/M&S 
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functional career services are not necessarily standards by 

_which MG officers should be judged. In order for me:proper- 
Ty to identify the strengths and weaknesses of developing MG ~ 

officers, I have prepared the attached list of defined attri- 


butes I am looking for in MG officers. 


3. In an effort to achieve the objectives stated above, 
I am asking that all rating and reviewing officers, regardless 
of Directorate or Office, comment in terms of the attributes 
defined by this system in the narrative portion of MG officers' 
fitness reports. I would like this system to begin with the 
annual fitness reports due during FY 1974. This is in no way 
a substitute for references to performance called for in the 
Letter of Instruction to MG service members. Rather, it is 
a complement to such references. 


4. Please insure that this information is relayed to _ 
the rating officers and reviewing officials of affected MG 
officers within your Office. 


HAROLD L. BROWNMAN 
Deputy Director 
for 
Management and Services 


Att. 


Norm istribution 
cy: 
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ATTRIBUTE DEFINITIONS 
pe ee UO 


A. PERFORMANCE 


1. Creativity The degree to which an individual identifies, 
ae develops, and articulates innovative alterna- 
2 tives and solutions to problems, - 

2. Initiative The degree to which an individual undertakes 
action on his own or actively seeks additional 
tasks or problems for solution. 

Judgment . The degree to which an individual is able to 
make sound recommendations or effective de- 
cisions. 


wn 


4. Productivity The degree to which an individual completes 
assignments with minimal Supervision and 
Within environmental constraints (time, 
information, etc.). 


5. Reliability The degree to which an individual can con- 
e -Sistently be expected to produce high quality- 
work. 


6. Self-reliance The degree to which an individual relies on 
his own confidence, efforts or powers to ac- 
complish a given task; i.e., his ability to 
Operate succéssfully on his own. 


Re 


7. Versatility The degree to which an individual displays a 
“Willingness to accept and the ability te per-. 


form competently in a variety of assignments. 


Sy Integrity. . _-The degree to which an individual is Willing 
to take the personal risk of expressing inde- 
pendent opinions and maintaining his position 
in the face of opposition. 


9. Discretion The degree to which an individual evidences 
the ability to act prudently within the 
operating environment. 


De AAT AS DANA ANNNSNN1N_| 
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DEMONSTRATED SKILLS AND EXPERIENCE 


1. Conceptual 


2. Experience 
STAT 


3. Interpersonal 


Leadership 
Managerial 


Self-expression 


Technical 


The degree to which an individual can identify 
the significance of a given situation or pro- 
blem, develop alternatives and recommend a 
reasonable course of action. 


The degree to which an individual has success- 
fully performed in a wi ge of jobs; e.g., 
assignments within the Directorate or 


‘in other Directorates or Independent Offices. 


The degree to which an individual successfully 


relates and works with subordinates, peers, 
Supervisors and counterparts in other organi- 
zations. . 


The degree to which an individual influences 
Or motivates others in the successful achieve-- 
ment of tasks or activities. 


The degree to which an individual is able to 


organize and direct an activity or task to 
its completion. 


The degree to which an individual can effec- 
tively express himself orally and in writing. 


The degree to which an individual has mastered 
and keeps abreast of the substantive: area(s) 
within which he works. 


dies 


oe 
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Advancement 


~ 
x 


Executive 


Self- 
improvement 


DEMONSTRATED EVIDENCE OF POTENTIAL 


Does the individual's past year of 
performance indicate that he has no 
apparent prospect for promotion; has 
limited potential for further advance- 
ment; has average potential for further 
advancement; or is ready for promotion 


and has a demonstrated potential for 


Success at higher levels of responsi- 
bility within the Directorate. . 


The degree to which an individual can 
be expected to mature and develop the 
variety of skills needed at the highest 
levels of the Directorate. 


The degree to which an individual seeks 
to enhance his skills and ultimate 
value to the Directorate; e.g., formal 
training, attendance at professional 
conferences, etc. 
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@:i- ons 
Category (circle one): VIP Travel. International Conference 


Estimate NSSM USC ~ Congressional Briefing 


Special Project Action Pending . Other 


Who requested it, and when? 


date: 


is handling the request? (Include office and telephone extension) 


What is involved? (Brief summary of what is needed, plus any 
ow background) 


STAT 
Walk Ins 
Send to:[ 0/DDI 7E44 Hqs. (Tube - EX-] Green) Welcome 
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OPERATIONG _- DD/M&S ADMINISTRATIVE 


14 August 1073 INSTRUCTION NO. 73-20 


MANAGEMENT. AND_SERVICES DIRECTORATE. _ 
DUTY OFFICERS 


Rescission: DD/S\Admin Instruction No. 72-2, dtd 18 Jan 72 


The Management and Services Directorate must be able 
to respond quickly ahd effectively to situations that require 
Saturday action on it& part. To ensure that such action may be 
taken, a Directorate officer will be on duty in the Office of 
the DD/M&S each Saturda during the period 0900 to 1300 hours. 
In addition, each M&S Office, with the exception of the Office 
of Planning, Programming\and Budgeting, will provide for a duty 
officer(s) to serve on Saturday mornings, or, in the absence of 
a duty officer, will make \other arrangements for handling 
emergency situations. The\period of duty for these officers 
will also be from 0900 to 1%00 hours. 


2. The Offices of Logistics, Medical Services and 
Personnel will have officers dn duty in the Headquarters 
Building. Duty in the Building will be from 0900 to 1300 hours 
unless a shorter period is prescribed by the Office Director 
concerned. Offices of Finance, Security and Training will have 
officers on duty at home, or if ot at home, available by tele- 
phone. Offices of Communications\and Joint Computer Support 
will satisfy their Saturday duty requirements through the Signal 
and Computer Centers respectively, Which are staffed 24 hours a 
day. \ 


3. Matters requiring action by (or information of) the 
DD/M&S will _be reported to the O-DD/M&S duty officer by calling 
extension \ 


4. The Offices of Finance, Logistits, Medical Services, 
Personnel, Security and Training will forward a copy of their 
Saturday morning duty rosters to the Exectttive Officer to the 
DD/M&S for inclusion in the O-DD/M&S SaturYay Duty Book. Any 
change in the roster will be reported to the Executive Officer, 
extension[™ | no later than 1600 hours on Fridays. 
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PERSONNEL DD/M&S ADMINISTRATIVE 
6 December 1973 INSTRUCTION NO. 73-21 


LETTERS OF INSTRUCTION 


Reference: oo 


1. The recently revised Headquarters Regulation pertaining 
to employee fitness reports (FR's) requires each supervisor to 
provide his or her employees with an individual letter of instruc- 
tion (LOI). To the maxim\m extent practicable, each letter should 
contain concise statements\ that include the annual performance 
objectives, action plans and desired timing of results (milestones 
or goals to be achieved at pecific times during the year) expected 
of the employee. Letters should be brief, clear in meaning and 
written in a style that facilitates their use in the later prepara- 
tion of FR's, hen significant changes 

nce objectives, action plans or 


2. Initial LOI'ts should evolve downward from senior manage- 
ment. That is, an Office Directkr should initiate action in his 
office by preparing LOI's for the employees under his direct super- 
vision, and they in turn for thei employees, and so forth down the 
chain of command, 


4, Initial LOI's on all Directorate employees should be 
completed by 31 January 1974, Subsequently, an LOI should be pre- 
pared within 45 days following the assighment of an employee to a 
position in the M§S Directorate. 


FOR THE DEPUTY DIRECTOR FOR MANAGEMENT SERVICES: 


Executive Officer 
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5. This Instruction does not preclude Office Directors 
from scheduling additional duty officers considered necessary 
to provide coverage during Saturday morning or other non-duty 
hours. Where such coverage is necessary, the CIA Operations 
Center will be provided the names, and the office and/or home 
telephone numbers of those who are scheduled for this duty. 
The Operations Center will also be provided the names of 
those scheduled for Saturday morning duty if not included 
with the above. 


FOR THE DEPUTY DIRECTOR FOR MANAGEMENT 
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PUBLICATIONS DD/M§S ADMINISTRATIVE 
10 December 1973 INSTRUCTION NO. 73-22 
te 


RESCISSION 


DD/M&S Adm\nistrative Instruction No. 73-18, dated 
13 July 1973, "Fitness Reports for Members of the MG 


Career Service," i hereby rescinded, 


FOR THE DEPUTY STAT 


STAT 


- DD/M§S Subject 
- DD/M&S Chrono 
~ Each: D/CO(2), D/F, D/OJCS, 

D/S, D/TR, C/ISAS, C/ 


/L, D/MS, D/P(4), 
S, C/RCS 
- DD/M§S 

- ADD/Mg§S 

- EO-DD/Mgés 

- SSA-DD/MES 
- CMO-DD/Mgs 
- SA-DD/MgS 

- C/PS-DD/Mg§S 


\ 
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PERSONNEL ; DD/M&S ADMINISTRATIVE 
22 January 1974 INSTRUCTION NO. 74-1 


ORGANIZATION OF MANAGEMENT AND SERVICES CAREER 
BOARD THE MG CAREER BOARD 


Rescission: DD/M&S Administrative Instruction No. 73-16 


1. Background 


This Notice delineates certain changes in the duties of the Management 
and Services Career Board. It also establishes the MG Career Board and 
abolishes the Deputy Director's Panel and the Staff Operations Panel. 


2. Management and Services Career 


Membership in the Management and Services Career Board will be as 
follows: 


Chairman The Associate Deputy Director for 
Management and Services (ADD/M§S) . 


Voting Members The Directors of the Offices of 
Communications, Finance, Joint 
Computer Support, Logistics, Medical 
Services|, Personnel, Security, and 
Training \with their respective 
Deputies 4s alternates. 


Executive Secretary The Career agement Officer (CMO) 
for the M§S\Career Service 


The Management and Services Career Board will: 
a. consider and make recommendations to the Deputy 
Director for Management and Services (DD/M§S) on\ policy and 


Major procedural matters as they may affect the MES Directorate 
Career Services; 


CONFIDENTIAL 
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b. evaluate competitively all M&S Directorate careerists 
for promotion to (or at) the supergrade level; make appropriate 
recommendations to the DD/M§S; 


c. will post-review all GS-14's approved for promotion 
to GS-15 for purposes of familiarization of potential super- 
grade nominees and professional training; 


d. review and make recommendations to the DD/M&S regarding 
reassignments into and within supergrade level positions; 
nominations for the Senior Schools and Executive Development 
programs, to include GS-15's; and full-time professional training 
for supergrade personnel; 


e€. appoint subpanels to assist in any specific review or 
career service activities which may be assigned by the Deputy 
Director for Management and Services, or which the Chairman 
of the Board may wish to undertake; 


f. perform other personnel management functions as directed 
by the Deputy Director for Management and Services. 


MG Career Board 


Membership in the MG Career Board will be as follows: 


Chairman Associate Deputy Director for Management 
and Services (ADD/M§S). 


Voting Members Four appointed senior officers (GS-15 or 
above) who collectively have a wide 
range of Agency experience and are either 
members of or had prior membership in the 
Career Service. Excepting the permanent 
status of the Chairman, the Advisers, and 
the Executive Secretary, who will serve 
at the pleasure of the DD/M&S, membership 
on the Board will generally be limited to 
an 18-month period. Appointments to the 
Board purposely will be staggered to 
provide a degree of continuity in its 
deliberation. 


Executive Secretary The Assistant Career Management Officer 
for the MG Career Service. 


CONFIDENTIAL 
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% Advisers The Special Support Assistant to 
the DD/M§S (SSA/DDM§S) and the MG 
Career Management Officer. 


Support Officers Advisory The SOAG will designate a rotating 
Group (SOAG) Observer observer for a three-month period 
to attend Board meetings. 


The MG Career Board will: 


a. consider and make recommendations to the Deputy 
Director for Management and Services on policy and major 
procedural matters as they may affect MG Careerists at the 
GS-15 level and below; 


b. continuously review all requirements for MG 
Officers at the GS-15 level and below and make recommendations 
regarding the assignment of MG Careerists to the Deputy Director 
for Management and Services; 


c. perform competitive evaluations of all MG Careerists 
for promotion up to and including the GS-15 level and make 
appropriate recommendations to the DD/M&S; 


e d. review and make recommendations to the Deputy 
Director for Management and Services on requests for extensions 
of tours and second tours, transfers to the MG Career Service, 
conversions to career employee status, requests and nominations 
for full-time professional training and other personnel matters 
concerning MG Careerists in grades GS-15 and below; 


e. appoint subpanels to assist in any specific review or 
career service activities which may be assigned by the Deputy 
Director for Management and Services, or which the Chairman of 
this Board may wish to undertake; 


f. perform other personnel management functions as directed 
by the Deputy Director for Management and Services. 


4. Procedures 


The deliberations of the Management and Services Career Board and 
the MG Career Board will be recorded in the form of Minutes by the 
Executive Secretary. 


CONFIDENTIAL 
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5. Membership 


The attachment to this Administrative Instruction sets forth the 
appointed membership of the MG Career Board and the expiration date of 
the appointments. 


HAROLD L. BROWNMAN 
Deputy Director 
for 
Management and Services 


Attachment 


CONFIDENTIAL 
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ATTACHMENT TO 
DD/M&S ADMINISTRATIVE 
INSTRUCTION NO. 74-1 


Members of MG Career Board Expiration of Appointment 


Indefinite 
July 1974 
July 1974 
January 1975 
July 1975 
Indefinite 


Indefinite 
Asst CMO/DDM§S, Executive Secretary Indefinite 


noky DENT TAB Dn ban nn ORROOOTOOOR OO TO-() 
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6 PERSONNEL 


19 June 1974 


Members of MG Career Board 


ADD/M&S, Chairman 


Asst CMO/DDM&§S, Executive Secretary 
SOAG Observer 


WONIAMPWNHE 


REVISED ATTACHMENT TO 
DD/M&S ADMINISTRATIVE 
INSTRUCTION NO. 74-1 

DATED 22 January 1974 


Expiration of Appointment 


Indefinite 
December 1975 
December 1974 
December 1975 
July 1975 
Indefinite 
Indefinite 
Indefinite 


CONFIDENTIAL 
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THIS ADMINISTRATIVE INSTRUCTION WAS SENT TO ALL MG CAREERISTS 


AT HEADQUARTERS on 25 JANUARY ]974 BESIDES THE GENERAL DISTRIBUTION. 
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PERSONNEL DDM&S ADMINISTRATIVE 
5 August 1974 INSTRUCTION NO. 74-2 


CHARTER FOR SUPPORT OFFICERS' 
ADVISORY GROUP (SOAG) 


1. This administrative instruction sets forth 


guidelines for the operation of the Support Officers' 


Advisory Group. ‘ 


2. BACKGROUND: \ 
The Support of! icers' Advisory Group (SOAG) was 
established in November 1971 as a result of a recommendation 
developed at the 1971 Management Officers’ Conference. 


3. RESPONSIBILITIES: \ 
The Support Officers' Advisory Group will: 


a. identify issues or problems and initiate 
independent research leading to articulation 
of new ideas, approaches, or program proposals 
for consideration ‘by the Deputy Director for 
Management and Serkices; 


Director for Managemént and Services on any 
major planning, policy, or procedural matter 
affecting the MG Career Service; 


b. consider and make enige and. Serr to the Deputy 


c. perform other advisory Services as requested 
by the Deputy Director far Management and 
Services. 


The Deputy Director for Management and Services will 
support SOAG's activities by affording akcess to directorate 
personnel and information. 
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4. ELIGIBILITY, SELECTION OF MEMBERSHIP, AND TERMS 


Meee. Oe ee 
OF OFFICE: 


Eligibility 
All MG Careerists are eligible for election to SOAG. 


Selection of Membership 


SOAG will have seven (7) members who will be elected 
by secret ballot by the MG Careerists in Headquarters area. 
Elections will be held annually in December. The terms of 
office for the four careerists receiving the highest number 
of votes will be 1 January - 31 December; the terms of those 
receiving the 5th, 6th and 7th highest number of votes will 
be 1 July - 30 June. Should a vacancy occur by resignation, 
reassignment or by personal request, the next highest avail- 
able vote receiver will be invited to complete the departing 
member's term. All eligible careerists will be canvassed 
prior to election to determine their interest in serving on 
SOAG. 


Terms of Office 


Elected membership on SOAG will be for a term of 
twelve (12) months and will be limited to two (2) consecutive 
terms. Membership on SOAG will be terminated with acceptance 
of an appointment to any other management advisory group, 
e.g., the Agency's Management Advisory Group. 


5. SOAG OFFICERS, TERMS OF OFFICE, AND RESPONSIBILITIES: 


At the beginning of each quarter, the membership of 
SOAG will select a Chairman, a Recording Secretary, and an 
observer to the MG Career Board. The Chairman will be re- 
sponsible for drafting the agenda, identifying the times 
and places for meetings, and conducting all official meetings. 
The Recording Secretary will prepare and distribute the 
formal agenda to members of SOAG and be responsible for the 
preparation of minutes of SOAG's proceedings. 


6. TIMES, PLACES, AND MANNER OF MEETINGS: 


SOAG will determine the rules of its proceedings. 
A quorum of five (5) will be authorized to do business, but 
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a smaller number may be permitted to meet at any time as 
a working group. Periodic open meetings will be held to 


which MG Careerists who are interested may observe and par- 
ticipate in SOAG deliberations. 


7. CHARTER AMENDMENTS: 
SOAG will reserve the right to amend this charter 
by majority vote of the membership, subject to final approval 
by the Deputy Director for Management and Services, 
8. MAIL: 
Mail for SOAG should be addressed as follows: 
Support Officers' Advisory Group 


Room 7D-18, Headquarters 


F, BLAKE 
eputy Director 

for 
ement and Services 
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ORGANIZATION DD/A ADMINISTRATIVE 
@ 25 September 1974 INSTRUCTION NO. 74-4 


ORGANIZATION OF THE 
OFFICE OF THE DD/A 


1. Th&staff element in the Office of the Deputy Director for 
Administratiotwas reorganized effective 9 September 1974 as is indi- 
cated on the atbached organization chart. Two new staff positions were 
established with basic responsibilities as follows: 


a. The Assistant for Resources is responsible for overseeing the 
Directorate's utiNzation of personnel, monetary and ADP resources. 
He will have genera\cognizance over the Directorate Management by 
Objectives programs, planning activities, budgetary activities, the 
development of plans fox the utilization of Directorate personnel, 
and the utilization of céxtralized computer capabilities. The Plans 
Staff and the Career Management Staff will act in a supportive role 
to the Assistant for Resourcés but will continue to have a direct 
reporting relationship to the BD/A. 


@ b. The Assistant for Coordination is responsible for providing 

oe general staff support to the Deputy\Qirector for Administration and 
for overseeing Directorate activities\which cross functional lines 
of Directorate components or which involve significant internal or 
external liaison and coordination. The Information Systems Analysis 
Staff, the History Staff and the Regulations Control Staff will 
receive general staff guidance from the Asstgtant for Coordination 
but will continue to have a direct reporting relationship to the DD/A. 


2. Existing delegations of authority vested in members of the DD/A 
staff remain unchanged. 


3. Effective with the above organizational changes STAT 

STAT as assigned as Assistant for Resources and STAT 
was assigned as Assistant for Coordination. 

STAT 


| John F. a 
iDeputy Director 


for 
Administration 


Att 
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DDA Administrative Instruction No. 74-4, dtd 25 September 1974 


Added Distribution: 
Administrative Officer, ODCI 
Chief, Management Staff, DDI 
Comptroller 
Inspector General 
General Counsel 
Legislative Counsel 
Executive Officer, DDS&T 
Executive Officer, OSA, DDS&T 
Executive Officer, SPS, DDS&T 
Chief, Support Staff, OTS, DDS&T 
Chief, Support Staff, NPIC, DDS&T 
Chief, Support Branch, OD&E, DDS&T 
CIA Operations Center 


ac/ppat sit Sep 74) 
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MANAGEMENT DD/A ADMINISTRATIVE 
8 October 1974 INSTRUCTION NO. 74-5 


DD/A REPORTING SYSTEM 
Rescission: DD/M§S Administrative Instruction No. 73-4, dtd 11 April 1973 


1. A reporting system has been in existence Since at least 1965 in order 
that the Deputy Director could be kept informed of important activities taking 
place in the Directorate. At\the present time each Office submits a weekly 
report to the Office of the DDYA by noon on Friday covering: (a) significant 
activities occurring since the submission of the preceding weekly report, and 
(b) matters of possible interest to the DD/A expected to develop during the 
forthcoming week. 


2. I have come to use the we kly reports for a multiplicity of purposes, 
and would suggest that the following guidelines and considerations be applied, 
effective with the report of 18 Octdber 1974: 


a. As a matter of principle,\we are less concerned with format 
than substance, and there is an interest in making the weekly reports 
meaningful and useful for everyond concerned. 


b. There obviously needs to be input from all major elements of 
an Office, but the Office Director 3 ould give his personal attention to 
the selection and description of the ubjects included. 


c. Significant non-perishable items are now used from time to time 
at the DCI's morning meeting. Office Directors should prioritize their 
listed submissions in order of importang¢e, and they should identify those 
special key items which they feel might kppropriately be mentioned at the 
morning meeting, if the opportunity presents itself. 


d. While the reports should be relati ly brief, they are to be 
complete so that further clarification will not be necessary. The one 
sentence reports from some Offices can rare y be used at the DCI's morning 
meeting, and there are not enough details th include them in the "black 
book'' items submitted to the DDCI from time \to time. 


e. In line with the new spirit of collegiality that is being fostered 
within the Directorate, participants should ihclude items which might be 
of general interest to other Offices. I still want "significant" items, 
but Office Directors should bear in mind that e are now addressing a 
larger audience. 
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f£. Some Offices have been somewhat relaxed about including items 
expected to develop during the forthcoming week. I find that section 
to be potentially useful, and it would be helpful if Office Directors 
focused on this to a greater extent, and provided more information on 
forthcoming events. 


3. Quite obviously, urgent items, or those valuable because of their 
timeliness, will occur during the week. These should be mentioned to the 
DD/A in his morning meeting, by telephone or by a brief memorandum as they 
occur. Such subjects should be included in the following weekly report. 


@ Distribution: 


Stig: DD/A Subject 
1 - DD/A Chrono 
1 - D/CO, D/F, D/JCS, D/L, D/MS, D/P, D/S, DTR, C/RCS, O/ISAS 
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PERSONNEL DD/A ADMINISTRATIVE 
3 October 197 INSTRUCTION NO. 74-6 


SPECIAL RETIREMENT OPTIONS 


The Directdérate for Administration is still in a 
Surplus situation re4uiring some personnel reductions to meet 
the 30 June 1975 ceiling. In order to achieve this ceiling 
authorization, certain\components of the Directorate have 
been authorized to offey to eligible and interested employees 
the opportunity to reti under special conditions. 


2. The Offices of Communications and Joint Computer 
Support are not in a surpl\s personnel situation and, therefore, 
employees in these Career Syb-Groups (MC and MZ as well as the 
M careerists assigned to OJC§ and OC) are not authorized to 
retire under the discontinued\ service and involuntary retirement 
options through 31 December 1974. The other Career Sub-Groups 
in the Directorate have been ddsignated as being in a surplus 
situation as they need to reduc& their personnel strength. 


3. The following criteria must be met by those eligible 
employees interested in taking ad ntage of the discontinued 
service or involuntary retirement i 


a. Civil Service Retiremen 


(1) 50 years of age and have completed 20 
years of creditable Federal sdrvice, or 


(2) have completed 25 year& of creditable 
Federal service, any age. 


Annuities are reduced one-sixth of one per cent 
per month (2% per year) for each minth the 
individual is under age 55. 
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CIA Retirement and Disability System (CIARDS) 


Have completed 25 years of creditable service 
at any age and have ten years CIA service and five 
years qualifying service. No reduction in annuity 
will be made for age. 


4, This retirement authority has been granted only 
through 31 December 1974. In view of the indications that 
there may be another substantial cost-of-living increase for 
annuitants, employees contemplating retirement may wish to give 
serious consideration to the two retirement options. Eligible 
careerists who desire to take advantage of one of the involuntary 
retirement options should notify their Personnel or Career 
Management Officer as soon as possible to ensure that the 
necessary processing can be completed. 


ohn F. Blake 

eputy Director 
for 

dministration 
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PERSONNEL DD/A ADMINISTRATION 
S 20 January 1975 INSTRUCTION NO. 75-1 


“ORGANIZATION OF THE SENIOR PERSONNEL RESOURCES 
BOARD OF THE DIRECTORATE FOR ADMINISTRATION 


Recission: DD/M&S Administrative Instruction No. 74-1, 
dated 22 January 1974 


1. Background 


25X1 [___Jestab1ished a Directorate-wide Career Service 
and Changed the Directorate's former individual career 
services into Career Sub-Groups. The Directorate's senior 
Career Board was redesignated as the’ Senior Personnel 
Resources Board (SPRB) to assist the Deputy Director for 
Administration in formulating, managing and evaluating 
personnel programs. 


2. Membership of the Senior Personnel Resources Board: 


|] Chairman . The Associate Deputy Director 
for Administration (A/DDA) 


Voting Members The Directors of the Offices of 
Communications, Finance, Joint 
Computer Support, Logistics, 
Medical Services, Personnel, 
Security and Training with their 
respective Deputies as alternates 


Executive Secretary The Career Management Officer for 
: the Directorate's Career Service 
(CMO/DDA) 
3. Responsibilities 
The Senior Personnel Resources Board will: 
a. Assist the Deputy Director for Administration in 
the application and functioning of the 16 specific career 


service responsibilities of the Deputy Director as Head 25X14 
of the Directorate's Career Service as prescribed in 


CONFIDENTIAL 
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b. Evaluate competitively all Directorate careerists 
for promotion to (or at) the supergrade level and make 
appropriate recommendations to the DD/A. 


c. Post-review all GS-14 careerists approved for 
promotion to GS-15 for purposes of familiarization of 
potential supergrade nominees and professional training; 


d. Review and make recommendations to the DD/A 
regarding reassignments into and within supergrade level 
positions; nominations for the Senior Schools and Executive 
Development programs, to include GS-15 careerists; and 
full-time professional training for supergrade personnel; 


e. Appoint subpanels to assist in any specific 
review or career service activities which may be assigned 
by the DD/A, or which the Chairman of the Board may wish 
to undertake. 


John F. Blake 
eputy Director 
for 
Administration 
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DD/A ADMINISTRATIVE 
20 Jan ary 1975 INSTRUCTION NO. 75-2 


GANIZATION OF THE MG CAREER SUB-GROUP BOARD 
OF THK DIRECTORATE FOR ADMINISTRATION CAREER SERVICE 


Reference: 


1. Background 


Reference Regwlation established the MG Career Sub-Group 
as part of a Direckorate-wide Career Service. 


2. MG Career Sub-Group Board 


Membership in the\MG Career Sub-Group Board will be as 
follows: ; 


Chairman Associate Deputy Director for 
Administration (A/DDA) . 


Voting Members Four appointed senior officers 
(GS-15 or above) who collectively 
have a wide range of Agency 
experience and are either members 
Or had prior membership in the 
Career Sub-Group. Excepting the 
peNnanent status of the Chairman, 
the\Advisers, and the Executive 
Secr&tary, who will serve at the 
pleaswre of the DD/A, membership 
on the\ Board will generally be 
limited to an 18-month period. 
Appointnhents to the Board purposely 
will be \taggered to provide a 
degree o continuity in its 
deliberations. 


Executive Secretary The Career Nanagement Officer for 
the MG Caree\ Sub-Group. 


Advisers The Special Support Assistant to 
the DD/A (SSA/NDA) and the Career 
Management Offiker for the DD/A 
Career Service MO/DDA) 


Support Officers SOAG will designate a rotating 


Advisory Group (SOAG) observer for a three-month period 
Observer to attend Board medtings. 


CONFIDENTIAL 


Approved For Release 2006/4 Afee r SHAR 90-00708R000100080010-0 


Bor 


3. The deliberations of the MG Career Sub-Group Board 


will be recorded in the form of Minutes by the Executive 
Secretary. 


4. Membership 


The attachment to this Administrative Instruction 
sets forth the appointed membership of the MG Career Sub- 
Group Board and the expiration date of the appointments. 


nh F. ake 

eputy Director 
for 

Administration 


Attachment 
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PERSONNEL ATTACHMENT TO 
DD/A ADMINISTRATIVE 
® INSTRUCTION NO. 75-2 
Members of the MG Career Sub-Group Board Expiration of Appointment 
A/DDA, Chairman Indefinite 
(DD/0) July 1976 
DD/S&T) December 1975 
25X1 (DD/I) December 1975 
(DD/A) July 1976 
SSA/DDA, Adviser Indefinite 
CMO/DDA, Adviser Indefinite 
CMO/MG, Executive Secretary Indefinite 


SOAG Observer 
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a Pini pietawata mtolmYarealar. Pavealatalalay. same 


Approved For Release 2006/11/22 : CIA-RDP20-00708R0001 000809400 2—-% aa” Ay 
. ADMINISTRATIVE - INTERNAL USE ONLY AN a: 


MIA (PYLAY FE 


OPERATIONS DD/A ADMINISTRATIVE 
6 May 1975 INSTRUCTION NO. 75-3 


DI TORATE OF ADMINISTRATION DUTY OFFICERS 


Rescission: DR/M&S Administrative Instruction No. 73-20, 
ated 14 August 1973 


1. To enable e Directorate of Administration to respond 
quickly and effectitely to Saturday requirements, a member of 
the DD/A Staff will he available in the Office of the DD/A from 
0900 to 1300 hours ealth Saturday. The Offices of Finance, 
Logistics, Medical Sezvices, Personnel, Security, and Training 
are requested to have duty officer available by telephone 
during that same period\each Saturday. For O-DD/A requirements, 
it is not necessary that\the Office duty officer be present in 
the Headquarters Buildin Saturday requirements for the 
Offices of Communications \and Joint Computer Support will be 
handled through the Signal\and Computer Centers, respectively, 
which are manned 24 hours a\day. 


2. Matters requiring action by (or information of) the DD/A 
should be reported to the O-DDVA duty officer by calling extension 


3. The Offices of Finance, Wogistics, Medical Services, 
Personnel, Security, and Training are requested to forward copies 
of their Saturday morning duty rosters to the Executive Officer, 
DD/A, and to the Operations Center) Last minute changes in the 
rosters should be reported to the Executive Officer, DD/A, 
extension 


4. It is not the intent of this struction to preclude 
Office Directors from scheduling duty 4fficers for any additional 
coverage they may desire. Copies of these additional rosters 
should be forwarded to the Operation Center. 


Administration 
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PERSONNEL DD/A ADMINISTRATIVE 
12 May 1975 INSTRUCTION NO. 75-4 
SPECIAL RETIREMENT OPTIONS Vi 


1. The Direttorate of Administration is still in a surplus 
situation requiring some personnel reductions. In order to achieve 
this ceiling authonization, the components of the Directorate have 
been authorized to offer to eligible and interested employees the 
Opportunity to retire under special conditions through 31 July 1975. 


2. The following criteria must be met by those eligible 
employees interested in taking advantage of the discontinued 
service or involuntary ryetirement options: 


a. Civil Service Retirement System 


(1) 50 years\of age and have completed 20 
years of creditable Federal service, or 


(2) have completed 25 years of creditable 
Federal service, any \age. 


Annuities are reduced Qne-sixth of one per cent 
per month (2% per year) \for each month the 
individual is under age §5. 


b. CIA Retirement and Disability System (CIARDS) 


Have completed 25 years \of creditable service © 
at any age and have ten years! CIA service and five | 
years' qualifying service. Nk reduction in annuity 
will be made for age. 


3. This retirement authority has been granted only through 
31 July 1975. In view of the indications\that there may be 
another cost-of-living increase for annuit&nts, employees contem- 
plating retirement may wish to give serious\ consideration to the 
two retirement options. Eligible careerists who desire to take 
advantage of one of the involuntary retirement options should 
notify their Personnel or Career Management Officer as soon as 
possible to ensure that the necessary processing can be completed. 


STAT 


John F)\ Blake STAT 
Deputy D\rector 

for 
Administration 
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@ PERSONNEL DD/A ADMINJ4TRATIVE 
2 Decepber 1975 INSTRUCTION NO. 75-5 


‘CHARTER FOR SUPPORT OFFICERS! 
ADVISORY GROUP (SOAG) 


RECISSION: \DDM&S Administrative Instructign No. 74-2 


dated 5 August 1974 


1. This a 
for the operatio 


inistrative instrugtion sets forth guidelines 
of the Support Q%fficers' Advisory Group. 


2. BACKGROUNRN: 


The Support\Officer Advisory Group (SOAG) was 
established in Novemb&r 197Y as a result of a recommendation 
developed at the 1971 Nanagement Officers$ Conference. 


3. RESPONSIBILITIFA: 
The Support @fficers' Advisory Group will: 


& a. identify issues\or problems and initiate 
independent reseyrch leading to articulation 
of wew ideas, approaches, or program proposals 
foy consideration ky the Deputy Director for 
Administration; 


b. /consider and make recommendations to the 
Deputy Director for Administration on any 
major planning, policy, or procedural matter 
affecting the MG Career\Service; 


c. perform other advisory sarvices as requested 
by the Deputy Director fok Administration. 


The Deputy Director for Adminidtration will support 
SOAG's activities by affording access to\Directorate personnel 
and information. \ 


4. ELIGIBILITY, SELECTION OF MEMBERSHIP, AND TERMS OF 
OFFICE: \ 


\ 
Eligibility \ 


\ 


All MG Careerists are eligible for lection to SOAG. 
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Selection of Membership 


SOAG will have seven (7) members who will be elected 
by secret ballot by MG careerists in the Headquarters area. 
SOAG will hold an election annually in December. All eligible 
careerists will be canvassed prior to the election to determine 
their interest in serving on SOAG. After the election, the 
candidates will be listed in descending numerical order accord- 
ing to the number of votes received. Beginning with January 
each year, each vacancy on SOAG will be filled by the candidate 
at the top of the list compiled the previous December. 


Terms of Office 


The term of office for each member will be for one 
year from the first of the month in which the member joins 
SOAG. Members may be reelected, but may not serve for more 
than two consecutive terms. Membership on SOAG will be 
terminated with acceptance of an appointment to any other 
management advisory group, €.8.-, the Agency's Management 
Advisory Group. 


S 5. SOAG OFFICERS, TERMS OF OFFICE, AND RESPONSIBILITIES: 


At the beginning of each quarter, the membership of 
SOAG will select a Chairman, a Recording Secretary, and an 
observer to the MG Career Board. The Chairman will be re- 
sponsible for drafting the agenda, identifying the times and 
places for meetings, and conducting all official meetings. 
The Recording Secretary will prepare and distribute the 
formal agenda to members of SOAG and be responsible for the 
preparation of minutes of SOAG's proceedings. 


6. TIMES, PLACES, AND MANNER OF MEETINGS: 


SOAG will determine the rules of its proceedings. 
A quorum of five (5) will be authorized to do business, but 
a smaller number may be permitted to meet at any time as a 
working group. Periodic open meetings will be held at which 
MG Careerists who are interested may observe and participate 
in SOAG deliberations. 


7. CHARTER AMENDMENTS: 
SOAG will reserve the right to amend this charter by 


majority vote of the membership, subject to final approval by 
the Deputy Director for Administration. 
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MAIL: 


Mail for SOAG should be addressed as follows: 


Support Officers' Advisory Group 


Room 7D-18, Headquart 


JOHN F. BLAKE 
eputy Director 
for 
Administration 
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PERSONNEL DD/A ADMINISTRATIVE 
16 December 1N/5 INSTRUCTION NO. 75-6 


SPECIAL RETIREMENT OPTIONS 


1. There are specific career sub-groups in the Directorate 
for Administration that\are in a surplus situation requiring some 
personnel reductions to eet the 30 June 1976 ceiling. In order 
to achieve their ceiling uthorizations the sub-groups have been 
authorized to offer to eligible and interested employees the 
opportunity to retire under\special conditions. 


2. The Offices of PerSonnel, Finance, Logistics and the 
MG Sub-Group have been designa ed as being in a surplus situation 
and as such must reduce the number of their on-duty personnel. 
Those respecitve sub-groups are uthorized to retire personnel 
in the MP, MF, ML, and MG career ub-groups under the Discontinued 
Service and Involuntary Retirement options through 29 February 
s 1976. Since the other career sub-gkoups are not in a surplus 
@ situation, we do not propose to offek these retirement options 
to those sub-groups. 


3. The following criteria must Ye met by those eligible 
employees interested in taking advantag of the Discontinued 
Service or Involuntary Retirement options: 


a. Civil Service Retirement System 


(1) 50 years of age and have\completed 
20 years of creditable Federal SerYice, or 


(2) have completed 25 years of \creditable 
Federal Service, any age. 


Annuities are reduced one-sixth of one per- 
cent per month (2 percent per year) fo each 
month the individual is under age 55. 


ADMINISTRATIVE - INTERNAL USE ONLY 


. Approved For R&2MIa ZGGBYA T/DY E CtA-RIDPERNIO7 OBBEOONIOG80010-0 


” 


oo 


b. CIA Retirement and Disability System (CIARDS) 


Have completed 25 years of creditable service 
at any age and have ten years CIA service and five 
years qualifying service. No reduction in annuity 
will be made for age. 


4. This retirement authority has been granted only through 
29 February 1976. In view of the indications that there may be 
another substantial cost-of-living increase for annuitants, 
employees contemplating retirement may wish to give serious 
consideration to the two retirement options. Eligible careerists 
who desire to take advantage of one of the involuntary retirement 
options should notify their Personnel or Career Management Officer 
as soon as possible to ensure that the necessary processing can 
be completed. 


John F. Blake 
Deputy Director 
for 
Administration 
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DISTRIBUTION LIST FOR 
DD/A ADMINISTRATIVE ISSUANCES 


._ Copies of issuances are to be distributed as follows: 
Ori DD/A Subject 

DD/A Chrono 

DD/A 

ADD/A 

EO-DD/A 

D/CO 

D/F 

D/JCS 

D/O 

D/MS 

D/P 

D/S 

DTR 

C/ISAS 

C/RCS 

C/HS 

SSA-DD/A 

CMO-DD/A 

AA-DD/A 

C/PS-DD/A 

AR-DD/A 

AC-DD/A 

IRS 

The above is a general distribution. 


& 
1 
1 
1 
1 
2 
1 
1 
1 
1 
4 
1 
1 
1 
1 
1 
1 
1 
1 
‘1 
1 
1 
/ 


Approved For Bee Rae ti22 OER bot SoM xo00 Bi -0 


ORGANI ZATION DD/A ADMINISTRATIVE 
19 July 1976 INSTRUCTION NO. 76-1 


ORGANIZATION OF THE 
OFFICE OF THE DD/A 


Rescission: DD/A Administrative Instruction No. 74-4, dtd 25 September 1974 


1. Effective immediately, the staff element in the Office of the Deputy 
Director for Administration is reorganized to that shown on the attached 
organization chart. The position of the Assistant for Resources and the Plans 
Staff are abolished and the Management and Assessment Staff and the Budget 
Staff are established with responsibilities as follows: 


a. The Management and Assessment Staff (MAS) is responsible for 
providing staff guidance and support to the Deputy Director for 
Administration in managing the activities of the Directorate. The 
principal vehicle used is the Management by Objectives (MBO) program. 
MAS is involved in the development, monitoring, accomplishment, and 
performance assessment of all approved objectives. MAS performs related 
functions as assigned. 


b. The Budget Staff is responsible for developing, executing, 
and monitoring the Directorate Fiscal Year budgets; and for conducting 
budgetary liaison with the Office of Comptroller and the budget staffs 
of the Directorate Offices. 


c. Effective with these organizational changes, 
is appointed Chief, Management and Assessment Staff an 


is appointed Chief, Budget Staff. 


2. The change in the title of Assistant for Coordination to 
Assistant for Information is confirmed. The Information Systems Analysis 


Staff and the Information and Privacy Staff will report directly to the 
STAT Assistant for ihfgnecion | 


John F. Blake 
Deputy Director 
for 
Administration 
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This Instruction Expires 1 January 1978 


PERSONNEL DDA ADMIWISTRATIVE 
22 December 1976 INSTRUCHION NO. 76-2 


DDA UPWARD MOBILITY PROGRAM (PROJECT AIM) 


1. Effestive 1 January 1977, a Mirectorate-wide Upward 
Mobility program, Project AIM, will fe instituted for the 
purpose of broadening the base of professional and para- 
professional postions open to clefical and technical 
employees. The name AIM for this/ Project has been selected 
because it depends for success gh the abilities, initiative, 
and mobility of the articipatihMg employees. The objective 
of Project AIM is to kdentify And/or provide certain of these 
employees having non-pdefessifnal status the opportunity to 
obtain experience and trainihg needed to qualify for profes- 
sional or para-professionay careers. 


2. Selection for the program is based, in part, upon 
’ an individual's ability, intexest, desire, and expressed 
willingness for further’ opportwnity and training. 


3. Program Eligibility. PXdoject AIM is designed for: 


a. DDA cateerists who have achieved at least two 
years of satiSfactory Agency exkerience. 


b. DDA/careerists in clericak or technical posi- 
tions below GS-9 or equivalent levdals. 


c. PDA careerists who lack the education or proven 
skills dnd experience to qualify for pxofessional or 
para-pyofessional positions. 


7. DDA careerists who are locked inta an occupa- 
tional series which does not enable them ta realize 
their full work potential. 


4, Project AIM will be under the guidance of \the 


Assocdate Deputy Director for Administration (ADDA) \ It will 
be administered by a Working Group which is comprised of four 
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Office level EEO Officers, on a rotating basis, a Personnel 
Staffing Specialist, a Training Officer, and chaired by the 
Directorate EEO Officer. 


5. In January of each year the program Working Group 
will issue a DDA Administrative Notice announcing open regis- 
tration for eligible candidates who wish to be considered 
for Project AIM positions to be offered during that calendar 
year. To enroll for the Program Register the following 
sequence of events will occur: 


a. Interested employees will take the initiative 
by completing an application form (Attachment A) and 
forwarding it to the Chairman, Project AIM Working 
Group. 


b. A Working Group member will contact the appli- 
cant and assist him/her in completing the Program 
Registration form (Attachment B). 


c. A designated Working Group member will discuss 
the application and registration form with the appli- 
cant's Office Director and respective Division Chief. 


d. The applicant's immediate supervisor will: 


(1) Complete a Program Applicant Questionnaire 
(Attachment C). 


(2) Discuss that questionnaire with the appli- 
cant and obtain his/her signature. (If the applicant 
does not concur with the supervisor's evaluation, the 
applicant may attach comments.) 


(3) Discuss that questionnaire with his/her 
Office Director and Division Chief. 


(4) Forward the signed questionnaire to the 
Chairman, Project AIM Working Group. 


e. The Working Group will review personnel files 
of all registrants to assure that: 


(1) The supervisor's evaluation is consistent 
with fitness reports and other personnel performance 
data; and if not, the Working Group will attempt to 
resolve the discrepancies. 
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(2) Applicants are eligible or not eligible 
for the program; and if not, the Working Group 
will notify the appropriate level of management 
as well as the applicant. 


f. Applicants to the program will be interviewed 
by a designated Working Group member. 


6. In February 1977, Office Directors will meet with 
the ADDA to identify positions which will be identified for 
use under the auspices of AIM during the calendar year. The 
Working Group will review the positions identified to deter- 
mine the order in which they are to be forecasted for 
occupancy. 


7. Vacancy announcements will be issued on a semi- 
annual basis to afford any eligible candidate who is not 
registered the opportunity to enroll in the program. Con- 
current with the announcement, the Working Group will contact 
each registrant to determine his/her interest in the positions 
and to notify each of them of the AIM orientation briefing. 


8. The AIM Working Group and sponsoring Office Directors, 
Or a predesignated Division Chief acting on their behalf, will 


conduct an orientation briefing with prospective candidates to 
discuss the positions being offered. While the briefing will 
be open to all eligible candidates, attendance will be required 
for those registrants who have indicated interest in the 
vacancies offered. Registrants will be canvassed as to their 
job preference by the Working Group at the conclusion of the 
orientation briefing. 


9. The Working Group will provide the names of those 
interested in Project AIM position(s) to the sponsoring 
Office Director or Division Chief with the registration form 
and the applicant questionnaire. The Division Chief will 
select the applicants he/she wishes to interview, and will 
make a first choice plus three alternates, if possible. 
Applicants selected will be scheduled for appropriate testing 
and evaluation (PATB or DAT) by the Psychological Services 
Staff, OMS. The sponsoring Office Director will nominate to 
the Working Group the applicant (s) judged to have the poten- 
tial and desire to perform effectively in the position offered. 
A designated member of the Working Group (Personnel Staffing 
Specialist) will work closely with Office Directors to ensure 
that placement of accepted candidates is accomplished in 
established timeframes. 


ee as 
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10. Within 30 days after the AIM candidate is assigned 
to the new position, the immediate supervisor will, in con- 
sultation with the candidate, prepare a Letter of Instruction 
(LOI). In addition to specifying duties, the LOI should in- 
clude a training plan reflecting the nature, content, and 
extent of all training anticipated during the initial train- 
ing period. A designated Working Group member (Training 
Specialist) will work closely with the supervisor in develop- 
ing the training pact. Candidates will be requested to sign 
the finalized training pact which serves as a contract between 
management and the selected candidate(s). 


11. The initial training periods will be established 
on an individual basis and as job qualification permits. 
Because of the nature of each training discipline, and based 
on individual needs, an extension or modification of the 
established training period may be necessary. Extension will 
be reviewed on an individual basis upon the completion of the 
established training period. Extensions will be reviewed by 
Project AIM Working Group, but final approval will be given 
by the ADDA. The ADDA, in conjunction with the sponsoring 
Office Director, will determine the overlap required between 
the present incumbent and the AIM candidate. 


12. Supervisors of Project AIM candidates will be re- 
quired to prepare a written progress report at three-month 
intervals for the duration of the established training period. 
Upon completion of each report the supervisor will discuss 
its contents with the candidate, obtain the candidate's signa- 
ture, and forward the report to the Working Group for review. 
At the completion of the established training period, each 
supervisor will be required to submit a written critique 
assessing the candidate's overall performance and progress 
and the supervisor's assessment of Project AIM. 


13. The Working Group will schedule quarterly meetings 
with each candidate to discuss topics of mutual benefit and 
concern. 


14. Each sponsoring supervisor will attend formal dis- 
cussions with the Working Group at three-month intervals to 
discuss the candidate's progress, changes in training plan, 
problems encountered, or suggestions for improving Project 
AIM. 


15. Project AIM candidates should be considered for 
promotion during the established training veriod based upon 
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the same criteria applicable to other DDA careerists, i.e., 
job performance and competitive evaluation. Sponsoring 
supervisors should evaluate the overall performance and 
potential of the candidate and, if warranted, submit a 
promotion recommendation through normal administrative 
channels. 


16. If it is determined that a candidate is not making 
sufficient progress to indicate success in his/her newly 
assigned position, the candidate will be reassigned to 
another position without penalty as to personal grade for 
having participated in the program. The Working Group will 
help in finding an appropriate position, also a replacement 
candidate for the vacant program position. 


17. DDA careerists interested in applying for Project 
AIM should discuss this with their respective supervisors 
prior to making application. Office Directors and super- 
visors should encourage those employees who they feel have 
the potential and desire for special Opportunity and train- 
ing to submit applications. Applications should be forwarded 
to the Chairman, Project AIM, Room 7D-02, Headquarters, no 
later than 15 January 1977. 


John F. Blake 

eputy Director 
' for 

dministration 


Attachments: 
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22 December 1976 


MEMORANDUM FOR: DDA Careerists Below GS-09 and Equivalent 


Levels 
FROM : John F. Blake 
Deputy Director for Administration 
SUBJECT : Project AIM Register 
REFERENCE : DDA Administrative Instruction No. 76-2 


dated 22 December 1976 


1. A register is being created of all DDA careerists 
below GS-09 and equivalent levels who are interested in job 
vacancies to be offered by Project AIM. 


2. Any employee interested in being placed on the 
register needs only to fill in the information on the form 
below and return it to the Chairman, Project AIM Working 
Group. A member of the Working Group will contact you with 
further information. The members for 1977 will be: 


‘ 


Directorate EEO Officer, Chairman STA 
Office of Communications EEO Officer 
Office of Data Processing EEO Officer 
Office of Finance EEO Officer 
Office of Logistics EEO Officer 
STA 
STA 


John F. Blake 


=-_— ees -_-= = = = = = = ee eee le 


TO: Chairman, Project AIM Working Group 
Room 7D-02, Headquarters 


I am interested in applying for Project AIM. Please have 
a member of the Working Group contact me. 


Name 


Office Ext. 


Abo} IO) (if) AOR ROO TOO OR Tif) 
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SAMPLE 


7 25X1 
MEMORANDUM FOR: 


airman, Project AIM Working Group 


SUBJECT : Project AIM Applicant Questionnaire 


Cl 


REFERENCE : DDA Administrative Instruction No. 76-2 
dated 22 December 1976 


is being considered for 
Project AIM. In selecting candidates for this program, the 
selecting official depends on information provided by the 
applicant's immediate supervisor. Please respond to the 
questions set forth below and return to the Chairman, Project 
AIM Working Group, Room 7D-02, Headquarters, within 15 working 
days from the above date. Your candid evaluation will be of 
assistance to us in determining the employee's, suitability for 

8 assignment to the AIM program. 


25X11 


l. Are you the applicant's current supervisor? 


Yes No (If no, please explain) 


2. How often do you observe the applicant's performance? 


Occasionally Frequently Infrequently 


3. How long have you supervised the applicant? 


(Number of months) 


CONFIDENTIAL 
(When Filled In) 
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How long have you known the applicant? 


(Number of months) 


In your judgment, how well does the applicant communicate 
orally? 


Outstanding Marginal 
Strong Unsatisfactory 
Proficient Not observed 


How would you judge the applicant's ability to communicate 
in writing? 


Outstanding Marginal 
Strong Unsatisfactory 
Proficient Not observed 


In your judgment, does the applicant possess any leader- 
ship qualities? If yes, please comment in the remarks 
section. 


Yes No Not observed 


How would you judge the applicant's work habits and 
dependability? 


Outstanding Marginal 
Strong Unsatisfactory 
Proficient Not observed 


Please rate the applicant's ability to work without close 
supervision. 


Outstanding Marginal 
Strong Unsatisfactory 
Proficient Not observed 
aH DP 
CONFIDENTIAL 


(When Filled In) 
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10. How would you judge the applicant's ability to function 
as a team member? 


Outstanding Marginal 
Strong Unsatisfactory 
Proficient Not observed 


11. Remarks: 


Signature of Immediate Supervisor 


I have read the completed questionnaire: 


Signature of Applicant 


ae 


CONFIDENTIAL 
(When Filled In) 
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@ DDA 76-6127 


MEMORANDUM FOR: Director of Communications 
) Director of Data Processing 
Director of Finance 

Director of Logistics 

Director of Medical Services 
Director of Personnel 
; Director of Security 
3 Director of Training 


FROM : John F. Blake 
Deputy Director for Administration 


SUBJECT : DDA Upward Mobility Program 


l. As part of the affirmative actions to be included 
in the CIA Equal Employment Opportunity Plan (EEOP), the 
DDA is required to develop and submit specific plans which 
& . Will assure a continuing results-oriented upward mobility 
effort. 


2. As of 10 August 1976, the DDA is required to evaluate 
the status of Directorate upward mobility programs on a quar- 


terly basis. The status of the aforementioned programs is to 
be formulated into a quarterly report for the Deputy Director 
of Central Intelligence (DDCI). The quarterly report should 


cover Directorate progress for the preceding quarter, an 
explanation for failures, and a presentation of future plans. 


aes, 
‘ 


3. To date, each Office within the Directorate is 
instructed to establish individual Office-level programs in 
an effort to comply with Directorate legal and regulatory 
upward mobility requirements. As of 12 December 1976, Pro- 
ject PACE in the Office of Logistics is the only formally 
structured upward mobility program within the Directorate 
which closely follows Civil Service Commission (CSC) legal 
and regulatory guidelines as set forth in FPM Letter $13-27. 


4. FPM Letter #13-27 identifies conceptual guidelines 
to be follwwed by Federal agencies for planning and imple- 
menting upward mobility programs. It also defines upward 
mobility as follows: : 


A TIPO Of 70D RP ONO TNOORONO10_0 
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"Upward Mobility is a systematic management 
effort that focuses Federal personnel policy and 
practice on the development and implementation 
of specific career opportunities for lower level 
employees (below GS-9 or equivalent) who are in 
positions or occupational series which do not 
enable them to realize their full work poten- 

: owes i 


Within this definition, upward mobility provides develop- 
mental opportunities for all lower-level employees on a 
-non-discriminatory basis. 


5. To implement the prescribed CSC concept of upward 
mobility and to assure that correct and timely reporting and 
evaluating procedures reflecting Directorate upward mobility 
obligations are met, I am establishing a Directorate-wide 
program known as Project AIM. Project AIM will be adminis- 


“tered in compliance with CSC's legal and regulatory guide- 
-lines as set forth in FPM Letter #13-27. 


6. Project AIM will be under the direction of the ADDA. 
“Tt will be administered by a working group comprised of four 
(4) Office-level EEO officers, a training specialist, and a 
personnel staffing specialist and will be chaired by the DDA 
‘-EEO Officer. The Office of Logistics' Upward Mobility Pro- 
‘gram (Project PACE) and the Advanced Opportunity Program (AOP) 
will be used as models from which Project AIM will evolve. 


7. % have requested that Project AIM be formally struc- 
tured and instituted no later than 1 January 1977 and that 
‘it focus on providing upward mobility opportunities for DDA 
‘careerists helow GS-9 and equivalent levels. 


8. Office Heads will be responsible for identifying 
suitable positions for use under the auspices of the program. 
Positions identified will be known as "Target Positions" and 
they should clearly provide career opportunity. Forecasting 


of "Target Positions" will be regulated not to exceed three 
“positions per quarter or eight positions per calendar year. 


9. In the near future a DDA Administrative Instruction 
will be issued describing Project AIM in detail and set forth 
‘guidelines and tasking for application to the program. 


Pay Oe ss 
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10. Office Heads are encouraged to establish satellite 
upward mobility programs, however, the responsibility for 
administering, evaluating, and monitoring those programs 
remain at the Office level. 


John F. Blake 


STAT 


‘ DDA/EEO (10 Dec 76) 
Distribution: 
Original - D/CO 
1 > Each other addressee 
~ DDA Subject <E» 
1 - DDA Chrono 
1 — JFB Chrono 
1 - EEO Chrono 
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PERSONNEL DD/A ADMINISTRATIVE 
22 December 1976 INSTRUCTION NO. 76-3 


SPECIAL RETIREMENT OPTIONS 


1. ere are specific career sub-groups in the Directorate of 
Administration that are in a surplus situation or which have other 
personnel management problems requiring some personnel reductions. In 
order to resdlve these problems the sub-groups have been authorized to 
offer to eligible and interested employees the opportunity to retire under 
special conditigns. 


Zz. The Perso ek, Security, Medical, Training, Finance, Logistics, MG 
and M Sub-Groups haye been authorized to offer the Discontinued Service 
and Involuntary Retixement options through 28 February 1977. 


3. The following cyiteria must be met by those eligible employees 
interested in taking advantage of the Discontinued Service or Involuntary 
Retirement options: 


a. Civil Service Rettrement System 


(1) 50 years of age ayd have completed 20 years of 
creditable Federal Service} or 


(2) have completed 25 years of creditable Federal Service, 
any age. 


Annuities are reduced one-sixth of\one per cent per month 
(2 per cent per year) for each month\the individual is under 
age 55. 


b. CIA Retirement and Disability System CIARDS) 


Have completed 25 years of creditable sexvice at any age 
and have ten years CIA service and five years qualifying service. 
No reduction in annuity will be made for age. 


4, This retirement authority has been granted only through 28 February 
1977, Eligible careerists who desire to take advantage of ‘wne of the in- 
voluntary retirement options should notify their Personnel ot\\Career 
Management Officer as soon as possible to ensure that the nece ary processing 
can be completed. 


John F. Blake 
Deputy Director 
for 
Administration 


ADMINISTRATIVE - INTERNAL USE ONLY 


Approved For Release 2006/11/22 : CIA-RDP90-00708ROO0100US0U TOU $x; 
CON PF IDEN PI L 


PERSONNEL 


DD/A ADMINISTRATIVE 
11 January 1977 


INSTRUCTION NO. 77-1 


DELEGATION OF AUTHORITY 
SERVICE ABROAD AGREEMENT 


25X11 


l. Heads of DDA Career Sub-Grou 


approve for the Deputy Director for Admin 


ps are authorized to 
respective careerists: 


istration for their 


a. The designation of a 


permanent place of 
residence (item Si 


Form 3154). 


The designation of a home leave point 
(item 9, Form 3154). 


2. Heads of DD/A Career Sub-Groups are authorized to concur 
for the Deputy Director for Administration for their respective 
careerists: 


The designation of anoth 


er permanent place 
of residence (item 05 


Form 3154). 


The designation of another home leave point 
(item 10, Form 3154). 


Administration 


CONFIDENTIAL 
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DISTRIBUTION LIST FOR 
DD/A ADMINISTRATIVE ISSUANCES | 
Copies of issuances are to be distributed as follows: 
- DD/A Subject 


- DD/A Chrono 
- DD/A 


i] ! 
to 
9 3 
o 
= =) 
~ 
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-~ C/HS 

- SSA-DD/A 

- CMO-DD/A 

- AA-DD/A 

~ C/Management and Assessement Staf 

~ AI-DD/A 

- IPS 

- Agency Archives 

= BS /— AA p B/E SAS i 
The Above is’a generdY distribution. Check with the Originator 
or the EO-DD/A for distribution of individual issuances. If 
the distribution differs from that shown above, it should be 
noted on a separate sheet of paper, attached to the Origmnal of 
the issuance. ame 


elt ohne i LOS fiiAf Oe 
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PERSONNEL DD/A ADMINISTRATIVE 
11 August 1977 INSTRUCTION NO. 77-2 


SPECIAL RETIREMENT OPTIONS 
EEL 


1. Specific career sub-groups in the Directorate of Administration 
are in a surplus situation or have other personnel management problems 
requiring some\personnel reductions. In order to resolve these problems 
the sub-groups have been authorized to offer to eligible and interested 
employees the oppyrtunity to retire under special conditions. 


2. The Personnel, Data Processing, Medical, Training, Finance, 
Logistics, MG and M -Groups have been authorized to offer the Discontinued 
Service and Involuntar\ Retirement options through 30 September 1977. The 
Security Sub-Group has been authorized to offer the same options only to 
their personnel at the GS\15 level. 


3. The following critexia must be met by those eligible employees 
interested in taking advantag& of the Discontinued Service or Involuntary 
Retirement options: 


a. Civil Service Retirement System 


(1) 50 years of age and have completed 20 years of 
creditable Federal Service, o 


(2) have completed 25 years bf creditable Federal 
Service, any age. 


Annuities are reduced one-sixth of one per cent per month 
(2 per cent per year) for each month ‘the individual is under 
age 55. 


b. CIA Retirement and Disability System CIARDS) 


Have completed 25 years of creditable service at any age 
and have ten years CIA service and five years qualifying service. 
No reduction in annuity will be made for age. 


4, This retirement authority has been granted only \through 30 September 
1977. Eligible careerists who desire to take advantage of one of the 
involuntary retirement options should notify their Personnél or Career 
Management Officer as soon as possible to ensure that the n cessary 
processing can be completed. 


. Malanick 
Acting Députy Director 
for 
Administration 
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PERSONNEL DD/A ADMINISTRATIVE 
16 September 1977 INSTRUCTION NO. 77-03 


SPECIAL RETIREMENT OPTIONS 
EE VU EELONS 


Reference: DD Admin Instruction No. 77-02, dtd Ll August 1977 


The Special RetYrement Options cited in the referenced 
Administrative Instruct\on have been extended to 31 December 
1977. The same Criteria &\s stated in reference must be met 


by those interested in taki advantage of the Discontinued 
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DISTRIBUTION LIST FOR 
DD/A ADMINISTRATIVE ISSUANCES 


Copies of issuances are to be distributed as follows: 


g 
ite] 


- DD/A Subject 
- DD/A Chrono 
- DD/A 


SSA-DD/A 

CMO-DD/A 

AA-DD/A 

C/Management and Assessament Staff 

AI-DD/A 

IPS 

ase os eh o/f. “48 

The Above “is’a generdY distribution. Check with the Originator 
or the EO-DD/A for distribution of individual issuances. If 
the distribution differs from that shown above, it should be 
noted on a separate sheet of paper, attached to the Orignnal of 
the issuance. 


Pos bop fo a4 


1 
1 
1 
1 
1 
2 
1 
1 
1 
1 
4 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
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PERSONNEL DD/A Administrative 
I January 1978. . Instruction No. 77-4 


SPECIAL RETIREMENT OPTIONS 
EE MELONS 


References: 'PD/A Administrative Instruction No. 77-2 dated 11 August 1977 


D)/A Administrative Instruction No. 77-3 dated 16 September 1977 


The career sub-groups within the Directorate of Administration are in a 

ituation yr have other personnel management problems requiring some 
additional personne¥ reductions. In order to resolve these problems, the sub- 
groups have been authorized to offer to eligible and interested employees the 
Opportunity to retire\under special conditions. 


ing, Finance, Medical, Personnel, Training, MG and M 
Sub-Groups have been autherized to offer the Discontinued Service and Involuntary 
Retirement options through\30 June 1978. The Communications, Security and 
Logistics sub-groups have b&en authorized to offer the same options with the 
following limitations: 
Communications - The option is available to GS-12 and 13 employees only. 
Security - The options available to GS-15 employees only. 


Logistics - The option iXavailable to all em loyees except those in 
DOZISTICS: ption A ApLoy' i) 
the functional\areas of engineering and procurement. 


3. The following criteria must be mt by those eligible employees interested 
in taking advantage of the Discontinued Setyice or Involuntary Retirement options: 


a. Civil Service Retirement Syst 


(1) 50 years of age and have comleted 20 years of creditable 
Federal Service, or 


(2) have completed 25 years of creditable Federal Service, any age. 


Annuities are reduced one-sixth of one per 
per year) for each month the individual is unNer age 55, 


b. CIA Retirement and Disabilit 
Under age 50, have completed 25 years of creditable service 


and have ten years of CIA service and five years qualifying 
service. No reduction in amnuity will be made for age. 
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4. This retirement authority has been granted only through 30 June 1978, 
Eligible careerists who decide to take advantage of one of the involuntary 
retirement options should notify their Personnel or Career Management Officer 
on a timely basis to ensure that the necessary processing can be comple 


STAT 


cting Deputy Jirector 
for” 
Administration 


7 


a 
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DISTRIBUTION LIST FOR 
DD/A ADMINISTRATIVE ISSUANCES 
Copies of issuances are to be distributed as follows: 


Orig - DD/A Subject 
- DD/A Chrono 


SSA-DD/A 
CMO-DD/A 

- AA-DD/A 

- C/Management and Assesszment Staff 

- AI-DD/A 

- IPS 

- Agency Archives Pe eee 

1s weg, Ic MELISS I-ReBIEAs 

The Above “is a generaY distribution. Check with the Originator 

. or the EO-DD/A for distribution of individual issuances. If 
the distribution differs from that shown above, it should be 
noted on a separate sheet of paper, attached to the Original of 
the issuance. , 
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PERSONNEL DDA ADMINISTRATIVE 
20 January 1978 INSTRUCTION NO. 78-1 


X DDA UPWARD MOBILITY PROGRAM (PROJECT AIM 


ts hfective 1 January 1977, the Direttorate's 
centralized \upward mobility program, Projgct AIM, was 
instituted fox the purpose of broadening’ the base of 
professional ahd para-professional pos#tions available 
to clerical and\technical DDA careeri ts. The name AIM 
for this project kas been selected because its success 
depends on the abilities, initiati e, and mobility of 
the participating employees. Thé objective of Project 
AIM is to identify atd/or provyde selected DDA careerists 
the opportunity to obtain expérience and training needed 
to qualify for professinal“r para-professional careers. 


2. Program Eligibi¥Ny. Project AIM is designed for 
DDA careerists who meet/all\of the following eligibility 
requirements: 


a. Two years satisfactory Agency service 
(staff or fu¥1-time contrac). 


b. Ogcupy a clerical or echnical position 
GS-08 ang below or wage equivahent levels. 


3. Pypogram Administration. Pror.ect AIM will be under 
the guidapce of the Associate Deputy DNvector for Administration 
(ADDA). /It will be administered by a Working Group which is 
compriséd of office level EEO Officers, on a rotating basis, 
a perspnnel staffing specialist, a traini ge officer, and 
chairéd by the DDA EEO Officer or a predesignated representative. 


4. Program Orientation. Project AIM oxientation exer- 
cifes are held twice yearly, usually in February and September 
t6 discuss the positions being offered. Whil@ the briefings 
are open to all eligible candidates, attendancd will be 
required for those registrants who have indicated interest in 


positions offered. 
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5. REGISTRATION PROCEDURES 


a. Formerly Registered Employees 


Contact your Working Group representative to 
express your continuing interest and to update your 
registration form. 


b. New Registrations 


Registration forms can be obtained from your 
Working Group representative, who will assist you in 
completing the forms. Registration includes a question- 
naire to be completed by your supervisor. Your forms 
will be reviewed by your Career Management Officer. 


6.. Selection Progress. Selection for the program is 
based, in part, upon an individual's ability, interest, desire, 
and expressed willingness for further opportunity and training. 
It is designed to ensure that all eligible employees are con- 
sidered fairly and without bias. The following represents a 
succinct summary of Project AIM's selection progress: 


: a. File Review. The Working Group reviews the 

& Official Personnel File of each employee applying for 
a program position. Each applicant is judged on career 
growth potential, evidence of self-improvement, versa- 
tility, effectiveness in interpersonal relationships, 
and job interest. (Note: It is extremely important 
that your Official Personnel File contains up-to-date 
information pertaining to your internal and/or external 
training, such as transcripts, diplomas and certificates.) 


review, applicants are scheduled to take either the DAT 

or PETB. The DAT is administered to applicants with 

less than a college degree, while the PETB is administered 
to applicants with a four-year college degree. If you 

have taken either of these tests in the last four years, 

you will not be retested. Scores in intellectual abilities, 
work attitudes and vocational interests are considered 

in the aptitude test exercise, 


c. Personal Interview. The personal interview per- 
tains to the applicant's understanding of upward mobility, 
interest in Project AIM positions, and areas of concern 
which are not explored through the file review and aptitude 
testing exercises. 


A2% 
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d. Preliminary Rankings. Concurrent with the 
completion of the file review, personal interview and 
the aptitude testing exercises, the Working Group ranks 
each applicant to identify the "Top Category."' The 
exact number identified as eo: Category" may vary, but 
it is usually the top five applicants for each position 


offered. Only "Top Category" applicants will be asked 
to participate in the Assessment Center exercise. 


e. Assessment Center. The Project AIM Assessment 
Center is administered by PSS/OMS. It is designed to 
assess behavioral responses in various simulated exer- 
cises. Trained observers prepare evaluations on each 
applicant's performance during the exercises. 


f. Final Ranking. Using the Assessment Center 
reports and all other ranking criteria, the Working Group 
prepares a final ranking of the "Top Category" applicants. 
Files containing final ranking data are then forwarded 
to the appropriate Office Director. 


. g. Final Selection. The Office Director, or his 
designee, interviews each of the top category applicants 
and makes the final selection. 


7. Placement Process: 


A Personnel Staffing Specialist assigned to the 
Working Group will assist the gaining and losing offices in 
the transfer of the selected applicant to the program position. 
The selected applicant will remain in his/her parent career 
service sub-group until satisfactory completion of the training 
program or upon acceptance of the employee by the gaining 


career service sub-group prior to completion of the training cycle. 
8. Performance Evaluation: 


An employee occupying a Project AIM position is 
expected to maintain a performance level consistent with his/ 
her peers in the same or similar positions. Quarterly evaluation 
reports will be submitted to the Working Group to ensure con- 
tinual progress by the individual in his/her new career. The 
Working Group will meet quarterly with both the employee and 
the supervisor and serve as a forum to discuss the employee's 
progress, changes in the training plan and suggestions on how 
to improve the program. 


a 


ADMINISTRATIVE - INTERNAL USE ONLY 


ae wi mi mYalaul avatwsatel m¥alavae Watatavorne— ——— 


Approved For RalPaTS TRAY T VE? CON TERN RO UISBRORG 00800 10-0 


If it is determined that an AIM candidate is not making 
sufficient progress to.indicate success in his/her new career, 
the candidate will be reassigned to another non-program 
position in his/her respective career sub-group without grade 
penalty for having participated in the program. If necessary, 
the Working Group will assist in finding an appropriate position. 


9. Training Pact: 


Within 30 days of being assigned to a program position, 
a Letter of Instruction (LOI) will be prepared by the supervisor 
and the employee. Included in the LOI will be a training pact 
outlining the types and duration of training, both internal and 
external, required by the position. The training pact will 
serve both as a contract between management and the employee 
and as a set of objectives by which the employee can be rated. 
The training pact will not be used as a pass/fail instrument 
but as a gauge on which to measure the employee's progress 
toward success in his/her new career. 


10. Promotion: 


The selection of an employee to a Project AIM position 
does not mean immediate promotion, nor does it exclude promotion 
during the training cycle. The same criteria, job performance 
and competitive evaluation, applicable to other employees 
occupying the same or similar positions will be used. 


ll. DDA careerists interested in applying for Project AIM 
should discuss this with their supervisors prior to 
making application. Office Directors and supervisors should 
encourage those employees who they feel have the potential and 
desire for special opportunity and training to submit applications. 
Applications should be forwarded, through your Working Group 
representative, to the Chairman, Project AIM, Room 6E2917, 
Headquarters, no later than 10 February 1978. STA 


Acting Deputy Director 
for 
Administration 


Att: 
List of Project AIM Working Group 
Members and Application Form 


-4- 


ADMINISTRATIVE - INTERNAL USE ONLY 


Approved For Release 2006/11/22 : CIA-RDP90-00708ROPNAGQO8I0 10:0 


10 January 1978 
Project AIM Working Group Representatives 

Tel. No. 
Office Communications ——— 
Office Data Processing 
Office Finance 
Office © Logistics 
Office Medical Services: 
Office Personnel 
Office Security 


Office Training 


the DDA 


Chairman, Project AIM Working Group 
Room 662917 Headquarters 


Office Project AIM Working Group Representative 


I am interested in applying for Project AIM. 
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PERSONNEL. DD/A Administrative 
12 June 1978 - Instruction No. 78-2 


SPECIAL RETIREMENT OPTIONS 
Reference: DD/A Administrative Instruction No./77-4 dated 1 January 1978 


l. Specific career sub-groups within the Directorate of Administration are 
in a surplus situation or have other personel management problems requiring 
some additional personnel reductions. In/order to resolve these problems, the 
sub-groups have been authorized to offer /to eligible and interested employees 
the opportunity to retire under special £onditions. 


2. Effective 1 July 1978 the Secufity, Finance, Medical, Personnel, 
Training, MG and M Sub-groups have be¢gn authorized to offer the Discontinued 
Service and Involuntary Retirement options through 13 January 1979. The 
Logistics sub-group has been authorjzed to offer the same options to ML employees 
except those in the functional aregs of engineering and procurement. 


voluntary retirement who are interested in 
taking advantage of the Discontifued Service or Involuntary Retirement options 
must meet one of the following friteria: 


a. Civil Service Retiyvement System 


(1) 50 years of age and have completed 20 years of creditable 


(2) have compléted 25 years of creditable Federal Service, any age. 


Annuities are reduced one-sixth of one per cent per month (2, per cent 
per year) for egch month the individual is under age 55. 


b. CIA Retirement and Disability System (CIARDS) 


Under agg 50, have completed 25 years of creditable service and 
have ten/ years of CIA service and five years qualifying service. 
No redugtion in annuity will be made for age. 


This retirement authority has been granted through 13 January 1979. 
Eligible careerigts who decide to take advantage of one of the involuntary 
retirement optigns should notify their Personnel or Career Management Officer 


John F, Blake 
eputy Director 
for 
Administration 
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DISTRIBUTION LIST FOR 
DD/A ADMINISTRATIVE ISSUANCES 
Copies of issuances are to be distributed as follows: 


Orig - DD/A Subject 
- DD/A Chrono 
DD/A 
- ADD/A 
EO-DD/A 
- D/F 
D/CO — Coxe CU 2h 


SSA-DD/A 
- CMO-DD/A 
- AA-DD/A 
- C/Management and Assessmment Staff 
- AI-DD/A 
- IPS 
gs Archives 


1 
1 
1 
1 
1 
2 
1 
1 
1 
1 
4. 
ai 
1 
1 
1 
1 
1 
1 
1 
1 
1 
us 


i 


a )-M PL/FSAS 4 
The Above ‘is “a gener Ferre Check with the Geiviniter ee 
or the EO-DD/A for distribution of individual issuances. If = 
the distribution differs from that shown above, it should be 
noted on a separate sheet of paper, attached to the Orignnal of 
the issuance. 


BF] MOO (0) AOR OC) TOR C0) 1 (0) 


Approved For Release 2006/11/22 : CIA-RDP90-00708ROOPPODBWDAD-OF/ ecley 77 


ERSONNEL : DD/A Administrative 
May- 1979. Instruction No. 79-1 


SPECIAL RETIREMENT OPTIONS 


1\ Specific career sub-groups within the Directorate of Administration 
surplus situation or have other personnel management problems re- 
quiring Some additional personnel reductions. In order to resolve these 
problems, \the sub-groups have been authorized to offer to eligible and 
interested employees the opportunity to retire under special conditions. 


2. Effective 1 May 1979; the Security, Finance, MG, and M Sub-groups 
have been authtrized to offer Discontinued Service and Involuntary Retire- 
ment Options fok.all personnel through 31 July 1979. The Logistics Sub- 
group has been authorized to offer the same option to ML supply personnel 
only and the Data Rrocessing Sub-group has been authorized to offer these 
options to GS-12 thkough GS-15 computer programmers only. The remaining 
Sub-groups, Personnel, Medical, Training, and Communications have not been 
authorized to offer th&se retirement options. 


3. Personnel not el\gible for voluntary retirement who are interested 
in taking advantage of the Qiscontinued Service or Involuntary Retirement 
options must meet one of the\following criteria: 


a. Civil Service Retixement System 


(1) 50 years of age and have completed 20 years of creditable 
Federal Service, 


Under age 50, have completed 25 years 
have ten years of CIA service and five 


Eligible careerists who decide to take advantage of one of t 
retirement options should notify their Personnel or, Career } 
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